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TO:  The Honorable Chester J. Culver, Governor 
 
  The Honorable Patty Judge, Lt. Governor 
 
  Mark Brandsgard, Chief Clerk of the House 
 
  Michael Marshall, Secretary of Senate
 
FR:  Raymond E. Walton, Director 
 
RE:  FY2010 Diversity and Affirmative Action Report 
 
In accordance with chapter 19B.5 of the Code of Iowa, I am pleased to submit the fiscal 
year 2010 Diversity and Affirmative Action in Iowa report.  In this report, we measure 
changes to overall diversity and progress we have made to balance our workforce in 
FY2010, and provide updates on our diversity-related plans, initiatives, and program 
changes for FY2011. 
 
In FY2010, the employment level of the executive branch was significantly reduced by 
the voluntary State Employee Retirement Incentive Program (SERIP).  This report 
reflects the impact of SERIP on the executive branch workforce composition.  DAS did 
not request complete workforce planning documentation this year, requesting instead 
Affirmative Action and Diversity reporting only.  However, departments were prompted 
to provide any additional information deemed relevant to diversity in their responses.   
 
The Department of Administrative Services (DAS) continues to work with the Diversity 
Council, created under Executive Order Four in October of 2007, to strengthen our 
programs.  This report presents an update of the activities and progress of the Diversity 
Council and DAS, along with FY2010 numerical changes to the executive branch 
workforce. 
 
DAS will continue to monitor workforce composition trends in state government and 
collaborate with the Diversity Council and the departments to find improved methods to 
recruit and retain a diverse workforce to serve the citizens of Iowa. 
 
Thank you for your attention to this report and your support of our diversity programs. TABLE OF CONENTS 
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SECTION 1: 
 





The executive branch of the State of Iowa has had an affirmative action program since 
1986.  The program was initiated voluntarily with the goal of balancing the executive 
branch workforce for protected classes with the available labor force in Iowa.  The 
protected classes include females, minorities, and persons with disabilities. 
 
The affirmative action program consists of two main parts.  First are the numerical 
measurements and calculations necessary to measure the diversity of the workforce to 
identify imbalances.  The numerical part of the program is referred to as the quantitative 
analysis. 
 
The second part of affirmative action is the methods and actions used to remedy 
underutilization, such as recruitment, hiring practices, and training.  This is referred to 
as qualitative analysis and methods. 
 
In the past, the Annual Review of Affirmative Action in the Executive Branch of State 
Government report has included underutilization summaries.  This report, however, 
does not contain such summaries as the methodologies currently used for identifying 
and reporting underutilization are being re-evaluated in response to Executive Order 
Four (EO4), the Diversity Council recommendations, and the Governor’s October 2009 
letter adopting those recommendations.  DAS will publish underutilization summaries 
once it has completed the process of reviewing, evaluating, and making necessary 
changes to the current Affirmative Action Program.  Once the evaluation process is 
complete, these underutilization summaries will continue to be included in future 
reports. 
 
As for workforce composition, overall in FY2010, the executive branch has shown a 
slight decrease in the percentage of females in the workforce, an increase in the 
percentage of minorities in the workforce, and a decrease in the percentage of persons 
with disabilities in the workforce: 
 
FY2010 Executive Branch Protected-Class Workforce Composition Change 
Protected Class  % end of FY2009  % end of FY2010  % Net Change 
Female 51.48%  50.78%  -0.70% 
Minority 5.82%  6.14%  +0.32% 
PWD 5.26% 4.42% -0.84% 
 
From February 13 to the end of FY2010, the executive branch lost 2,067 employees 
due to the State Employee Retirement Incentive Program (SERIP), and 1,985 of those 
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lost were from central payroll, the subject of this report, and the remainder from 
Community Based Corrections.  
 
Executive Order Four (EO4), issued by Governor Chester J. Culver in October of 2007, 
remained an important driving force for diversity-related issues in FY2010.  In particular, 
EO4 requires departments to implement hiring practices to reflect the merit principles of 
Iowa Code sections 8A.411-.412 and enhance diversity under Iowa Code chapter 19B.   
 
It is important to understand the differing roles between the Department of 
Administrative Services (DAS) and the hiring agencies.  While DAS has the authority to 
establish administrative rules governing recruitment, selection, and hiring, the agencies 
are responsible for screening, interviewing, and making hiring decisions. 
 
In particular, EO4 requires departments to implement hiring practices to reflect the merit 
principles of Iowa Code sections 8A.411-.412 and enhance diversity under Iowa Code 
chapter 19B. 
 
Under EO4, the departments are required to: 
 
•  Apply uniform hiring practices. 
•  Develop and implement a recruitment and retention plan. 
•  Work with Iowa Vocational Rehabilitation Services to increase employment of 
persons with disabilities. 
•  Submit a diversity plan to the Diversity Council to be used by DAS in 
development of the annual affirmative action plan.  The plans shall: 
o  Provide information on the agency's hiring and promotion practices, 
outlining any changes to those practices during the reporting period. 
o  Outline the steps taken by the agency to increase diversity by recruiting 
and retaining a diverse workforce. 
o  Outline the steps taken by the agency to train employees on diversity-
related issues. 
o  Outline the steps taken by the agency to increase diversity among staff in 
the next year, based on the anticipated number of hiring opportunities and 
the composition of the current workforce. 
o  Describe any other efforts taken by the agency during the reporting period 
to encourage workplace diversity and celebrate diversity. 
 
Under EO4, DAS is required to: 
 
•  Provide or approve diversity training on an annual basis for all state employees 
making hiring and promotion decisions. 
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•  In consultation with the Iowa Civil Rights Commission and the Department of 
Human Rights, annually monitor the application of the screening methods used 
by state agencies. 
•  Assess the impact of screening methods on employee groups in the selection 
process. 
•  Counsel departments with regard to selection processes that pose barriers to any 
applicant group. 
•  Where systems and methods to gather such data are inadequate, efforts to 
improve them shall be made. 
 
This report documents both the numerical progress and the methodologies and plans of 
both DAS and the agencies of the executive branch in the areas of diversity and 
affirmative action in employment. 
 
Statewide Workforce Composition 
 
Affirmative Action is a system of measurement (workforce composition) and action 
(methods and activities designed to balance the workforce composition with the 
available labor force).  For the State of Iowa as an employer, this is measured in three 




•  Persons with Disabilities 
 
There are other protected classes under the law, such as age and sexual orientation, 
but the State’s affirmative action program was designed to specifically address 
underutilization of females, minorities, and persons with disabilities. 
 
The State’s affirmative action program was designed to eliminate imbalances, or 
underutilization, in the specific occupational areas and departments where the 
imbalance reaches a significant statistical threshold.  However, this year's report will 
focus only on the overall diversity of the executive branch workforce as a measure of 
progress. 
 
FY2010 concluded with an overall reduction in the executive branch central payroll 
workforce of 2,039 compared to the end of FY2009.  This reduction is mostly due to 
SERIP, which included 1,985 executive branch central payroll retirements.  An 
additional 82 SERIP retirements were incurred by Community Based Corrections, which 
is not a subject of this report. 
 
The following chart illustrates the impact on diversity of the voluntary SERIP retirement 
program of the executive branch during FY2010. 
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   Net 
Change 
Workforce % 
Category  June '10  June '10  June '09 
Male   9,025  9,885 -860 49.22% 48.52% 52.60% 
Female 9,311  10,490 -1,179 50.78% 51.48% 47.40% 
Non-Minority 16,868  18,827 -1,959 91.99% 92.40% 94.00% 
Minority 1,125  1,185 -60 6.14% 5.82% 6.03% 
African Am  440  470 -30 2.40% 2.31%  1.60% 
Asian/PI 274  275 -1 1.49% 1.35%  1.20% 
Ntv Am  103  125 -22 0.56% 0.61%  0.40% 
Latino 308  315 -7 1.68% 1.55%  2.30% 
Unknown 343  363 -20 1.87% 1.78%  N/A 
W/Disability 810  1,071 -261 4.42% 5.26% 11.80% 
W/O 
Disability 15,571  19,287 -3,716 84.92% 94.66% 88.20% 
Unk/Disability 1,955  2,168 -213 10.66% 10.64% N/A 
TOTALS  18,336  20,375 -2,039        
 
The percentage of females in the workforce decreased by 0.70 percentage points to 
50.78%, but they remain above the Iowa labor force of 47.4%.  The percentage of 
minorities in the workforce increased by 0.32 percentage points to 6.14% and passed 
the Iowa labor force of 6.03% in FY2010.  Among specific minority groups, all groups 
increased their relative representation in the executive branch except Native Americans.  
Note that for minorities, their representation in the executive branch increased even 
though their numbers decreased, because non-minorities retired under SERIP in 
proportionately greater numbers.  From the perspective of this data, the executive 
branch overall exceeds the Iowa labor force for females and minorities, except for 
Latinos.   
 
Persons with disabilities decreased by 0.84 percentage points to 4.42%, and they 
continue to lag the Iowa labor force of 11.8%.  It is difficult to set goals in this area 
because for persons with disabilities, available labor force census data is not available 
for each Equal Employment Opportunity (EEO) category.  A survey of the executive 
branch workforce has not yet been completed to determine if the number of persons 
with disabilities is higher due to possible reluctance of self-reporting, or because 
disabilities in the workforce are only reported upon employment.   
 
EEO Categories and Executive Branch Workforce Composition of Protected 
Classes 
 
The basis of affirmative action is remediation of imbalances between the composition of 
the executive branch workforce and the available labor force in specific job categories.    
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To gain a better understanding of executive branch workforce composition it is useful to 
look at the distribution of employees into job categories representing different kinds of 
work.   All job classes in the executive branch are assigned to specific Occupational 
Category Codes (OC Codes) that describe specific occupations.  These in turn are 
assigned to one of seven EEO categories: 
 
•  1 - Official/Administrator 
•  2 - Professional 
•  3 - Technician 
•  4 - Protective Services –sworn 
•  5 - Protective Services – non-sworn* 
•  6 - Administrative Support 
•  7 - Skilled Craft 
•  8 - Service/Maintenance 
 
* Note: category 5 is obsolete and no longer used. 
 
The following charts summarize the total executive branch distribution of all employees 
in each EEO category, and then a breakdown by each protected class group for each 
EEO category, and the net changes from the end of FY2009 to the end of FY2010.  
Note that while the executive branch affirmative action program does not break down 
minorities into sub-groups, the breakdown is presented in these charts to provide as 
much detail about each group as possible. 
 
Chart 2A - Executive Branch Employee Distribution by EEO Category at Beginning and End of FY2010 
Category 
















1 Official/Administrator  1,866  9.11%  1,560  8.51% 
2 Professional  7,372  35.97%  6,648  36.26% 
3 Technician  2,512  12.26%  2,161  11.79% 
4 Protective  Services  3,073  14.99%  2,860  15.60% 
6  Administrative  Support  2,275  11.10%  1,794  9.78% 
7 Skilled  Craft  1,698  8.29%  1,534  8.37% 
8 Service/Maintenance  1,698 8.29%  1,779  9.70% 
 TOTALS  20,494  100%  18,336  100% 
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1. OFFICIAL/ADMINISTRATOR  June '10  June '10  June '09 
Male   815 906 -91  52.24%  52.01%
Female 745 836 -91  47.76%  47.99%
Non-Minority 1,455 1,644 -189  93.27%  94.37%
Minority 74 67 7  4.74%  3.85%
African Am  35 31 4  2.24%  1.78%
Asian/PI 19 16 3  1.22%  0.92%
Ntv Am  6 7 -1  0.38%  0.40%
Latino 14 13 1  0.90%  0.75%
Unknown 31 31 0  1.99%  1.78%
TOTALS  1,560 1,742 -182      
 




   Net 
Change 
Workforce % 
 2. PROFESSIONAL  June '10  June '10  June '09 
Male   2,634 2,910 -276  39.62%  39.47%
Female 4,014 4,357 -343  60.38%  59.10%
Non-Minority 6,031 6,606 -575  90.72%  89.61%
Minority 488 503 -15  7.34%  6.82%
African Am  178 192 -14  2.68%  2.60%
Asian/PI 167 168 -1  2.51%  2.28%
Ntv Am  21 27 -6  0.32%  0.37%
Latino 122 116 6  1.84%  1.57%
Unknown 129 158 -29  1.94%  2.14%
TOTALS  6,648 7,372 -724      
 




   Net 
Change 
Workforce % 
 3. TECHNICIAN  June '10  June '10  June '09 
Male   852 953 -101  39.43%  39.11%
Female 1,309 1,484 -175  60.57%  60.89%
Non-Minority 1,996 2,289 -293  92.36%  93.93%
Minority 130 135 -5  6.02%  5.54%
African Am  41 40 1  1.90%  1.64%
Asian/PI 29 30 -1  1.34%  1.23%
Ntv Am  17 21 -4  0.79%  0.86%
Latino 43 44 -1  1.99%  1.81%
Unknown 35 13 22  1.62%  0.53%
TOTALS  2,161 2,437 -276      
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   Net 
Change 
Workforce % 
 4. PROTECTIVE SERVICE  June '10  June '10  June '09
Male   2,418 2,596 -178  84.55%  84.48%
Female 442 477 -35  15.45%  15.52%
Non-Minority 2,698 2,912 -214  94.34%  94.76%
Minority 148 148 0  5.17%  4.82%
African Am  59 56 3  2.06%  1.82%
Asian/PI 14 14 0  0.49%  0.46%
Ntv Am  20 23 -3  0.70%  0.75%
Latino 55 55 0  1.92%  1.79%
Unknown 14 13 1  0.49%  0.42%
TOTALS  2,860 3,073 -213      
 




   Net 
Change 
Workforce % 
 6. ADMINISTRATIVE SUPPORT  June '10  June '10  June '09
Male   171 186 -15  9.53%  8.56%
Female 1,623 1,986 -363  90.47%  91.44%
Non-Minority 1,638 1,986 -348  91.30%  91.44%
Minority 134 162 -28  7.47%  7.46%
African Am  70 83 -13  3.90%  3.82%
Asian/PI 17 20 -3  0.95%  0.92%
Ntv Am  9 15 -6  0.50%  0.69%
Latino 38 44 -6  2.12%  2.03%
Unknown 22 24 -2  1.23%  1.10%
TOTALS  1,794 2,172 -378      
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Chart 2G - Executive Branch Workforce Composition - EEO Category 7 
   State Government 
Workforce %    
Net 
Change   7. SKILLED CRAFT  June '10  June '09  June '10 
June 
'09 
Male   1,489 1,661 -172  97.07% 96.91%
Female 45 53 -8  2.93% 3.09%
Non-Minority 1,472 1,639 -167  95.96% 95.62%
Minority 49 60 -11  3.19% 3.50%
African Am  17 20 -3  1.11% 1.17%
Asian/PI 4 4 0  0.26% 0.23%
Ntv Am  20 23 -3  1.30% 1.34%
Latino 8 13 -5  0.52% 0.76%
Unknown 13 15 -2  0.85% 0.88%
TOTALS  1,534 1,714 -180       
 




Workforce %    
Net 
Change   8. SERVICE MAINTENANCE   June '10  June '10 
June 
'09 
Male   646 674 -28  36.31% 34.20%
Female 1,133 1,297 -164  63.69% 65.80%
Non-Minority 1,578 1,751 -173  88.70% 88.84%
Minority 102 110 -8  5.73% 5.58%
African Am  40 48 -8  2.25% 2.44%
Asian/PI 24 23 1  1.35% 1.17%
Ntv Am  10 9 1  0.56% 0.46%
Latino 28 30 -2  1.57% 1.52%
Unknown 99 110 -11  5.56% 5.58%
TOTALS  1,779 1,971 -192     
 
Workforce Composition Summary 
 
The overall executive branch workforce decreased from June 2009 to June 2010 by 
2,039, largely due to the number of employees who participated in the State Employee 
Retirement Incentive Program (SERIP).  While this reduced the number of persons in all 
categories, the proportionate representation of females, minorities, and persons with 
disabilities varied.  Females lost representation in the workforce by 0.70 percentage 
points, persons with disabilities by 0.84 percentage points, but minorities gained by 0.32 
percentage points in relation to the overall workforce. 
 
Among specific minority groups, all groups increased their relative representation in the 
executive branch, except Native Americans.  However, all groups – except Asian/Pacific 
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9 
Islanders – experienced a net loss in employment numbers in the executive branch, but 
the relative proportion of minorities other than Native Americans gained because non-
minorities retired under SERIP in proportionately greater numbers. 
 
The State continues to make numerical gains of protected-class members in 
employment. 
 
A breakdown of workforce composition of females and minorities by department in the 
executive branch can be found in Appendix A.  
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DEPARTMENT OF ADMINISTRATIVE SERVICES FY2010 
DIVERSITY/AFFIRMATIVE ACTION PROGRAM RESULTS 
AND FY2011 PLANS 
 
The Department of Administrative Services (DAS) has a role in diversity and affirmative 
action as part of its responsibilities under the Iowa Code and Executive Order Four 
(EO4).  This section details the DAS FY2010 plan and progress, and plans for FY2011. 
 
The executive branch was impacted by adverse budgets in FY2010.  These impacts 
included furloughs, approximately 100 layoffs, and the State Employee Retirement 
Incentive Program (SERIP) that resulted in 2,067 retirements, 1,985 from central 
payroll.  While DAS diverted resources to managing the impact of these workforce 
changes, DAS continued to maintain a recruitment presence.   
 
1.  DAS RESPONSIBILITY: Job Vacancy Posting, Application Intake and 
Evaluation, and Referral of Eligible Candidates to the Departments. 
 
Specifically, DAS's responsibilities are to: 
 
•  Administer the technical application of the BrassRing applicant tracking 
system. 
•  Post each department’s vacancies to the DAS website for on-line 
recruitment. 
•  Evaluate applications to determine if the candidate meets the minimum 
qualifications of the job class. 




DAS will continue to integrate the use of data into our systems, so that 




•  BrassRing System Coding - Merit covered job vacancy applications and 
associated data are maintained in the BrassRing applicant tracking 
system.  In the hiring departments, the system is used to track hiring 
progress by using a series of codes to identify the status of each 
candidate.  Once the hiring process is complete, each candidate is to be 
assigned a final code.  This data must be accurate to effectively evaluate 
the hiring process.  DAS reviewed BrassRing final HR Status codes and 
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disposition form (hiring form) codes for FY2009 vacancies to evaluate data 
consistency.  The agencies were provided reports to identify 
inconsistencies between final candidate HR Status coding and final hire 
disposition coding. 
This project was interrupted due to staff departure, but will be completed 
in the second quarter of FY2011. 
•  Recall/Outplacement Program Revision - The Recall/Outplacement 
program was revised to streamline the eligibility process and tracking 
mechanism, using the applicant tracking system (BrassRing).  This 
resulted in electronic communication with impacted employees, the 
departments, and daily status reports for DAS staff.  This also enabled 
DAS staff to generate recall and outplacement eligibility lists through an 




•  BrassRing System Coding - BrassRing HR Status coding review will be 
completed and additional guidance will be provided to the departments on 
HR Status coding.  DAS will bolster its HR Status coding and hiring 
disposition form review step within its payroll pre-audit function. 
•  Applicant Flow Data - DAS will finalize reports to the departments that 
track the progress of protected-class applicants in the hiring process to 
enable the departments to evaluate their screening and selection 
methods. 
 
2. DAS  RESPONSIBILITY:  Hiring Practices Reviews – In accordance with EO4, the 
DAS Employment Services Bureau and Program Delivery Services Bureau are 
charged with reviewing and reporting on each department’s hiring practices. 
 
FY2010 Plan  
 




Four additional hiring reviews were initiated in FY2010: 
•  Department of Education 
•  Division of Vocational Rehabilitation Services (Education) 
•  Iowa Public Television 
•  Iowa Communications Network 
  




DAS will complete all pending reviews and issue action items, and will resume 
the review process in the second quarter of FY2011. 
 
3.  DAS RESPONSIBILITY: Diversity – Promote greater awareness of diversity in the 




•  Participate in cultural and diversity-related educational events and 
encourage participation among the various departments in state 
government. 
•  DAS will continue to provide Workforce Composition reports and 




•  In FY2010, DAS attended and encouraged department participation in the 
following diversity events: 
 
Events  Date 
Greater Des Moines Partnership Multicultural 
Receptions  Quarterly 
Iowa Civil Rights Commission State Fair Booth  August 15, 2009 
African American Historical Museum Women’s 
Leadership Conference  September 18, 2009 
Latino Heritage Festival  September 19-20, 2009 
Iowa Mosaic Diversity Conference  October 19, 2009 
Black Ministerial Alliance Martin Luther King 
Breakfast  January 10, 2010 
Annual Martin Luther King Capitol Celebration  January 15, 2010 
I’ll Make Me a World In Iowa  January 29-30, 2010 
Dallas Center-Grimes Diversity Fair  April 22, 2010 
CelebrAsian 2010  May 15, 2010 
Iowa Juneteenth Observance History 
Presentation  May 20, 2010 
Iowa Juneteenth Observance  June 19, 2010 
 
•  DAS distributed memorandums to department directors reminding them of 
their current hiring opportunities for August, November, December, 
January, March, and June of FY2010. 
  




DAS will:  
 
•  Participate in cultural and diversity-related educational events and 
encourage participation among the various departments in state 
government. 
•  DAS will continue to provide Workforce Composition reports and 
summaries to maintain diversity awareness of the departments. 
 





•  Monitor each department’s workforce composition. 
•  Collect Diversity/Affirmative Action Plans and Reports from each 
department. 
•  Publish an annual summary of plans and progress of the departments. 




• Workforce  composition  reporting  was maintained for each department. 
•  Currently reviewing and evaluating the Affirmative Action Plan. 
•  Diversity/Affirmative Plans for each department are currently being 
collected.  They are slightly delayed this year due to staffing issues in 
many departments. 




DAS will continue to review and evaluate the Affirmative Action Plan in FY2011. 
 
5.  DAS RESPONSIBILITY: Recruitment – Provide leadership, technical 
assistance and special programs to the departments to encourage commitment 
and action on recruitment. 
 
FY2010 Plan  
 
•  DAS will take a leadership role with department recruitment contacts to 
coordinate statewide efforts and encourage participation in events 
identified or sponsored by DAS. 
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•  Promote statewide branding through materials and communications. 
•  Maintain a visible presence for the State at recruitment events and 
encourage other departments to participate. 
•  The DAS Recruitment Coordinator will consult with departments on 
recruitment and retention issues. 




•  The statewide recruitment committee continued to meet on a quarterly 
basis to exchange information and ideas.  The DAS Recruitment and 
Retention Coordinator provided sourcing assistance to agencies on a case 
by case basis, which included assistance with writing ads, writing vacancy 
announcements, and consulting on individual recruitment plans. 
•  Recruitment efforts within the State of Iowa took a more collaborative 
approach under tighter budget constraints through partnerships with Iowa 
Workforce Development, Iowa Department of Economic Development, 
Central Iowa Society of Human Resource Management, the Greater Des 
Moines Partnership, and various employment and/or community-focused 
networks.  Emphasis was to make the public aware of state job vacancies 
and educate them on the State’s hiring system, and to brand the State of 
Iowa as an employer of choice.  DAS utilized direct emailing to community 
organizations, the Department of Human Rights, and the Iowa Civil Rights 
Commission for distribution of vacancy announcements.  DAS also made 
greater use of social networking job boards, professional association 
membership list serves, and licensure databases for direct mailings. 
•  DAS registered on behalf of the State for the following recruitment events 
in FY2010, and encouraged department participation in these events.  
DAS also attended eleven career-related recruitment fairs, and eleven 
networking events targeting potential talent for state jobs. 
 
Event  Date 
Iowa Workforce Development Mini Job Fairs  Quarterly 
Greater Des Moines Partnership Mini Job Fair  Biennial 
Net 2 Work Panel Discussion  July 2, 2009 
CISHRM Career Expo  January 7, 2010 
Iowa Correctional Institute for Women  March 10, 2010 
2010 Reentry Job Fair  March 24, 2010 
IWD Job Expo  April 20, 2010 
Right Management Recruitment Presentation  May 05, 2010 
Newton Correctional Release Center Career Fair  May 18, 2010 
Right Management Networking Event  May 20, 2010 
 
•  The Recruitment and Retention Coordinator promoted and consulted with 
agency staff on creative and cost-effective recruitment. 
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•  The statewide referral program was implemented as part of EO4.  Efforts 





In FY2011, DAS will continue with the following: 
•  DAS will take a leadership role with department recruitment contacts to 
coordinate statewide efforts and encourage participation in events 
identified or sponsored by DAS. 
•  Promote statewide branding through materials and communications. 
•  Maintain a visible presence for the State at recruitment events and 
encourage other departments to participate. 
•  The DAS Recruitment Coordinator will consult with executive branch 
departments on recruitment and retention issues. 
•  Refine the statewide referral program. 
 




DAS will provide leadership, technical assistance, and special programs to the 
departments to encourage commitment and action on the hiring and retention of 




DAS participated in the following committees in FY2010: 
 
•  Olmstead Consumer Task Force 
 
This task force functions within the Department of Human Services, 
Mental Health and Disability Services Division.  It exists because of the 
1999 Olmstead Supreme Court Decision that mandates the reduction in 
the levels of institutional care; supports people's return to their homes and 
communities; eliminates disparities in employment opportunities and pay; 
improves care delivery; and promotes research.  The Director of DAS 
appointed a DAS employee from the Employment Services Bureau to this 
task force. 
During FY2010, appointed representatives of state departments were 
expected, at the request of this Task Force, to take on a greater role by 
serving on subcommittees, assisting with and participating in sponsored 
events, and providing feedback on legislative initiatives.  
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•  Americans with Disabilities Act (ADA) Advisory Committee 
 
The ongoing ADA Advisory Committee functions within DAS.  The focus of 
DAS’s involvement is accessibility and parking accommodations for both 
the public and state workers with disabilities. 
 
•  Commission of Persons with Disabilities 
 
The Commission of Persons with Disabilities operates within the 
Department of Human Rights, Division of Persons with Disabilities.  The 
Commission meets on a quarterly basis and is attended by a 
representative of DAS as an ex-officio member.  The DAS representative 
participated in the development of the Commission’s Strategic Workforce 
Plan. 
 
•  Governor’s Task Force on Dependent Adults with Mental Retardation 
 
Governor Culver issued Executive Order Eleven on February 17, 2009, 
creating a Task Force to examine and to report on the issues related to 
dependent adults with mental retardation as an effective method to better 
understand the magnitude of current practices and to effectuate 
cooperative solutions to the enforcement of applicable laws.  The Task 
Force was required to submit a final report outlining its activities and 
recommendations for corrective action to the Governor’s Office no later 
than April 1, 2009.  Included in the final report was the creation of a new 
Task Force to further investigate issues, if needed, and to implement 
recommendations of the original Task Force. 
A DAS representative will attend Task Force meetings to discuss the on-
going implementation of changes in Iowa laws, regulations, policies, and 
procedures related to the care and employment of dependent adults with 
mental retardation. 
 
•  Employer’s Disability Resource Network (EDRN) 
 
EDRN is a collaborative group of state, federal and private partners 
working together to identify, develop, and mobilize resources and services 
that add value to Iowa businesses hiring persons with disabilities.  Their 
services are free and their mission is to provide businesses and industries 
throughout Iowa with top-level support, information, and resources through 
their web portal.  A DAS representative participated in the development of 
their website. 
  




DAS will evaluate its participation in the various disability-related committees and 
focus on those most related to increasing persons with disabilities in executive 
branch employment.  The Governor signed legislation effective July 1, 2010, 
providing for the development of programs to attract qualified disabled veterans 
for job opportunities in state government (House File 2454).  This bill provides 
for: 
 
•  Development of programs to inform military personnel of job opportunities 
in state government. 
•  Development of programs to inform disabled veterans about federally-
funded job training opportunities in state government. 
•  Development of a noncompetitive hiring program for disabled veterans 
who complete federally-funded job training programs. 
 
DAS will implement this program in FY2011. 
 
7.  DAS RESPONSIBILITY: Diversity Council – Work with the Diversity Council to 








Over the course of the fiscal year, DAS engaged in these activities: 
 
•  Requested Diversity Plans and information from the departments and 
completed the FY2009 Diversity and Affirmative Action Plan and Report. 
•  Provided information and support to the council and its subcommittees. 
•  Coordinated scheduling of council meetings and activities. 
•  Continued hiring practices reviews of the departments. 




DAS will continue to work with the Diversity Council in FY2011. 
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DAS will deliver its half-day workshop, Unleashing the Power of Diversity, to 




This training was completed.  To accomplish this, temporary trainers were added 
to staff, trained, and sent across the state to deliver over 750 sessions.  A spirit 
of appreciation and valuing a diverse workforce was at the core of the curriculum. 
 
The chart at the end of this section shows the attendance for each diversity-




DAS will complete development and begin delivery on a new diversity course for 
managers and supervisors.  Development is currently under way.  
 
DAS will continue to maintain diversity-related course offerings for new 
employees and other interested parties on an ongoing basis. 
 
FY2010 Attendance Summary of Diversity-Related Topics by Course 
Course Title  Attendance 
ADA/EEO: AA/PSH  138 
AMERICANS DISABILITIES ACT  34 
DIVERSITY - EMPLOYEES  9,771 
DIVERSITY - MANAGERS  17 
EEO/AA SUPERVISORS  43 
FAMILY AND MEDICAL LEAVE  43 
FROM INTERVIEW TO HIRE  57 
HUMAN RELATIONS SKILLS  9 
PERFORMANCE EVALUATION  43 
PREVENTING SEXUAL HARASSMENT - EMPLOYEE  3 
PREVENTING SEXUAL HARASSMENT - SUPERVISORS  50 
PSH FOR SUPERVISORS  7 
THRIVING ON CHANGE  16 
VALUING DIVERSITY/WORKPL  5 
GRAND TOTAL  10,236 




FY2010 WORKFORCE COMPOSITION 
BY DEPARTMENT 
 
The charts on the following pages detail the overall composition of the executive branch 
workforce by department.  The charts indicate the numerical changes for the total 
workforce and the protected classes of females, minorities, and Persons with 
Disabilities (PWD) from FY2009 to FY2010.  The total number of females and minorities 




EEO Category (type of work): 
 
1 - Officials/Administrators 
2 - Professional 
3 - Technical 
4 - Protective Service 
5 - Not used by the State 
6 - Administrative Support 
7 - Skilled Craft 
8 - Service/Maintenance 
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   EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(005) ADMIN SRVCS  350  141  40  27  402  174  44  35  -52  -33  -4  -8 
1-Officials/Administrators  42  16  0 
 
46  19  0 
 
-4  -3  0 
  2-Professional  164  65  17 
 
192  84  17 
 
-28  -19  0 
  3-Technical  24  20  2 
 
28  24  2 
 
-4  -4  0 
  6-Administrative Support  25  20  4 
 
29  22  4 
 
-4  -2  0 
  7-Skilled Craft  33  0  3 
 
40  0  6 
 
-7  0  -3 
  8-Service/Maintenance  62  20  14 
 
67  25  15 
 
-5  -5  -1 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(110) IA DEPT ON AGING  30  25  3  1  35  29  3  2  -5  -4  0  -1 
1-Officials/Administrators  9  8  1 
 
12  10  1 
 
-3  -2  0 
  2-Professional  15  12  1 
 
15  12  1 
 
0  0  0 
  3-Technical  4  3  1 
 
4  3  1 
 
0  0  0 
  6-Administrative Support  2  2  0 
 
4  4  0 
 
-2  -2  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(010) AGRICULTURE  319  146  9  15  380  182  10  22  -61  -36  -1  -7 
1-Officials/Administrators  25  6  0 
 
28  7  0 
 
-3  -1  0 
  2-Professional  100  37  7 
 
117  45  8 
 
-17  -8  -1 
  3-Technical  109  18  0 
 
125  21  0 
 
-16  -3  0 
  6-Administrative Support  85  85  2 
 
110  109  2 
 
-25  -24  0 
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   EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(030) AUDITOR  101  56  2  5  101  55  2  5  0  1  0  0 
1-Officials/Administrators  8  4  0 
 
8  4  0 
 
0  0  0 
  2-Professional  90  49  2 
 
89  47  2 
 
1  2  0 
  3-Technical  0  0  0 
 
1  1  0 
 
-1  -1  0 
  6-Administrative Support  3  3  0 
 
3  3  0 
 
0  0  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(035) BLIND  84  55  3  20  85  55  4  22  -1  0  -1  -2 
1-Officials/Administrators  9  5  1 
 
11  6  2 
 
-2  -1  -1 
  2-Professional  46  31  1 
 
42  28  1 
 
4  3  0 
  3-Technical  2  2  0 
 
2  2  0 
 
0  0  0 
  6-Administrative Support  19  17  1 
 
22  19  1 
 
-3  -2  0 
  7-Skilled Craft  8  0  0 
 
8  0  0 
 
0  0  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(050) CIVIL RIGHTS  25  17  9  3  26  17  9  3  -1  0  0  0 
1-Officials/Administrators  2  1  0 
 
2  1  0 
 
0  0  0 
  2-Professional  21  14  9 
 
22  14  9 
 
-1  0  0 
  6-Administrative Support  2  2  0 
 
2  2  0 
 
0  0  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(105) COLL STUDENT AID  44  30  3  3  54  38  3  5  -10  -8  0  -2 
1-Officials/Administrators  6  2  0 
 
8  4  0 
 
-2  -2  0 
  2-Professional  32  24  2 
 
37  27  2 
 
-5  -3  0 
  3-Technical  2  1  0 
 
3  3  0 
 
-1  -2  0 
  6-Administrative Support  4  3  1 
 
6  4  1 
 
-2  -1  0 
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   EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(061) COMM ALC BEV  61  17  2  0  58  22  4  0  3  -5  -2  0 
1-Officials/Administrators  3  1  0 
 
4  2  0 
 
-1  -1  0 
  2-Professional  14  7  0 
 
16  7  0 
 
-2  0  0 
  3-Technical  1  1  0 
 
2  2  0 
 
-1  -1  0 
  6-Administrative Support  8  7  0 
 
8  8  0 
 
0  -1  0 
  8-Service/Maintenance  35  1  2 
 
28  3  4 
 
7  -2  -2 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(062)COMM BANKING  78  33  1  0  78  35  2  0  0  -2  -1  0 
1-Officials/Administrators  14  6  1 
 
15  8  1 
 
-1  -2  0 
  2-Professional  59  22  0 
 
58  22  1 
 
1  0  -1 
  3-Technical  1  1  0 
 
1  1  0 
 
0  0  0 
  6-Administrative Support  4  4  0 
 
4  4  0 
 
0  0  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(063) COMM CRED UN  13  6  0  1  13  6  0  1  0  0  0  0 
1-Officials/Administrators  2  2  0 
 
2  2  0 
 
0  0  0 
  2-Professional  10  3  0 
 
10  3  0 
 
0  0  0 
  6-Administrative Support  1  1  0 
 
1  1  0 
 
0  0  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(064) COMM INSUR  87  52  12  4  91  54  11  4  -4  -2  1  0 
1-Officials/Administrators  19  9  2 
 
22  10  2 
 
-3  -1  0 
  2-Professional  56  32  7 
 
57  33  7 
 
-1  -1  0 
  6-Administrative Support  12  11  3 
 
12  11  2 
 
0  0  1 
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   EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(067) COMM UTILITY  61  27  5  3  63  28  5  3  -2  -1  0  0 
1-Officials/Administrators  10  4  0 
 
10  4  0 
 
0  0  0 
  2-Professional  45  17  4 
 
45  16  4 
 
0  1  0 
  3-Technical  1  1  0 
 
1  1  0 
 
0  0  0 
  6-Administrative Support  5  5  1 
 
7  7  1 
 
-2  -2  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(071) CORR-CENTRAL  39  23  6  0  41  24  5  0  -2  -1  1  0 
1-Officials/Administrators  21  11  3 
 
21  10  2 
 
0  1  1 
  2-Professional  12  6  3 
 
14  8  3 
 
-2  -2  0 
  3-Technical  1  1  0 
 
1  1  0 
 
0  0  0 
  6-Administrative Support  5  5  0 
 
5  5  0 
 
0  0  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(073) CORR-FT MADISON  444  108  29  8  514  124  33  14  -70  -16  -4  -6 
1-Officials/Administrators  27  12  2 
 
28  11  2 
 
-1  1  0 
  2-Professional  48  29  2 
 
67  35  3 
 
-19  -6  -1 
  3-Technical  6  4  1 
 
6  4  1 
 
0  0  0 
  4-Protective Service  328  48  24 
 
368  53  27 
 
-40  -5  -3 
  6-Administrative Support  17  15  0 
 
23  20  0 
 
-6  -5  0 
  7-Skilled Craft  18  0  0 
 
21  0  0 
 
-3  0  0 
  8-Service/Maintenance  0  0  0 
 
1  1  0 
 
-1  -1  0 
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   EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(074)CORR-ANAMOSA  287  56  10  7  337  69  12  13  -50  -13  -2  -6 
1-Officials/Administrators  22  6  0 
 
20  6  0 
 
2  0  0 
  2-Professional  36  20  3 
 
47  26  3 
 
-11  -6  0 
  3-Technical  4  3  0 
 
3  2  0 
 
1  1  0 
  4-Protective Service  198  16  7 
 
234  22  9 
 
-36  -6  -2 
  6-Administrative Support  12  11  0 
 
15  13  0 
 
-3  -2  0 
  7-Skilled Craft  15  0  0 
 
18  0  0 
 
-3  0  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(075) CORR-OAKDALE  526  206  48  12  561  231  43  18  -35  -25  5  -6 
1-Officials/Administrators  31  13  1 
 
32  14  0 
 
-1  -1  1 
  2-Professional  96  63  9 
 
103  73  8 
 
-7  -10  1 
  3-Technical  60  52  8 
 
62  54  10 
 
-2  -2  -2 
  4-Protective Service  279  45  25 
 
294  52  20 
 
-15  -7  5 
  6-Administrative Support  31  26  2 
 
32  28  2 
 
-1  -2  0 
  7-Skilled Craft  11  0  0 
 
15  0  0 
 
-4  0  0 
  8-Service/Maintenance  18  7  3 
 
23  10  3 
 
-5  -3  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(076) CORR-NEWTON  283  79  13  18  321  100  12  21  -38  -21  1  -3 
1-Officials/Administrators  26  9  1 
 
28  13  1 
 
-2  -4  0 
  2-Professional  37  19  3 
 
46  26  4 
 
-9  -7  -1 
  3-Technical  8  7  0 
 
9  8  0 
 
-1  -1  0 
  4-Protective Service  182  33  8 
 
203  39  6 
 
-21  -6  2 
  6-Administrative Support  10  8  0 
 
14  11  0 
 
-4  -3  0 
  7-Skilled Craft  14  0  1 
 
14  0  1 
 
0  0  0 
  8-Service/Maintenance  6  3  0 
 
7  3  0 
 
-1  0  0 
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   EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(077) CORR-MT PLEASANT  276  87  16  12  319  105  18  18  -43  -18  -2  -6 
1-Officials/Administrators  19  10  1 
 
22  12  1 
 
-3  -2  0 
  2-Professional  42  18  6 
 
60  29  8 
 
-18  -11  -2 
  3-Technical  8  6  0 
 
8  6  0 
 
0  0  0 
  4-Protective Service  170  35  8 
 
186  38  8 
 
-16  -3  0 
  6-Administrative Support  19  18  1 
 
22  20  1 
 
-3  -2  0 
  7-Skilled Craft  16  0  0 
 
19  0  0 
 
-3  0  0 
  8-Service/Maintenance  2  0  0 
 
2  0  0 
 
0  0  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(078) CORR-ROCKWELL 
CTY  94  29  4  2  106  30  3  2  -12  -1  1  0 
1-Officials/Administrators  9  4  1 
 
10  4  0 
 
-1  0  1 
  2-Professional  19  11  0 
 
21  13  0 
 
-2  -2  0 
  3-Technical  1  1  0 
 
1  1  0 
 
0  0  0 
  4-Protective Service  57  9  3 
 
64  8  3 
 
-7  1  0 
  6-Administrative Support  4  4  0 
 
4  4  0 
 
0  0  0 
  7-Skilled Craft  4  0  0 
 
6  0  0 
 
-2  0  0 
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   EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(079) CORR-CLARINDA  253  84  7  14  286  95  7  17  -33  -11  0  -3 
1-Officials/Administrators  27  13  0 
 
27  15  0 
 
0  -2  0 
  2-Professional  37  24  0 
 
44  26  0 
 
-7  -2  0 
  3-Technical  2  2  0 
 
1  1  0 
 
1  1  0 
  4-Protective Service  158  32  7 
 
173  36  7 
 
-15  -4  0 
  6-Administrative Support  13  11  0 
 
16  13  0 
 
-3  -2  0 
  7-Skilled Craft  13  0  0 
 
19  0  0 
 
-6  0  0 
  8-Service/Maintenance  3  2  0 
 
6  4  0 
 
-3  -2  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(081) CORR-
MITCHELVILLE  175  90  14  5  180  94  15  7  -5  -4  -1  -2 
1-Officials/Administrators  14  8  1 
 
16  10  1 
 
-2  -2  0 
  2-Professional  31  24  2 
 
34  29  3 
 
-3  -5  -1 
  3-Technical  3  3  1 
 
2  2  0 
 
1  1  1 
  4-Protective Service  114  51  9 
 
113  49  10 
 
1  2  -1 
  6-Administrative Support  5  4  0 
 
5  4  0 
 
0  0  0 
  7-Skilled Craft  8  0  1 
 
10  0  1 
 
-2  0  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(082) CORR-INDUSTRIES  73  23  2  3  82  25  3  5  -9  -2  -1  -2 
1-Officials/Administrators  9  4  0 
 
9  4  0 
 
0  0  0 
  2-Professional  13  11  2 
 
13  11  2 
 
0  0  0 
  3-Technical  2  1  0 
 
2  1  0 
 
0  0  0 
  6-Administrative Support  6  2  0 
 
7  2  0 
 
-1  0  0 
  7-Skilled Craft  38  5  0 
 
46  7  1 
 
-8  -2  -1 
  8-Service/Maintenance  5  0  0 
 
5  0  0 
 
0  0  0 
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   EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(083) CORR-FARM ACCT  5  1  0  0  6  1  0  0  -1  0  0  0 
1-Officials/Administrators  1  0  0 
 
2  0  0 
 
-1  0  0 
  2-Professional  1  1  0 
 
1  1  0 
 
0  0  0 
  8-Service/Maintenance  3  0  0 
 
3  0  0 
 
0  0  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(084) CORR-FT DODGE  281  85  13  8  326  104  16  15  -45  -19  -3  -7 
1-Officials/Administrators  28  15  3 
 
28  14  4 
 
0  1  -1 
  2-Professional  35  17  2 
 
54  30  4 
 
-19  -13  -2 
  3-Technical  7  5  0 
 
6  4  0 
 
1  1  0 
  4-Protective Service  176  29  7 
 
197  33  7 
 
-21  -4  0 
  6-Administrative Support  17  16  1 
 
21  19  1 
 
-4  -3  0 
  7-Skilled Craft  12  0  0 
 
12  0  0 
 
0  0  0 
  8-Service/Maintenance  6  3  0 
 
8  4  0 
 
-2  -1  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(080) CULTURAL AFF  58  35  2  1  69  41  2  2  -11  -6  0  -1 
1-Officials/Administrators  3  2  0 
 
5  3  0 
 
-2  -1  0 
  2-Professional  45  28  2 
 
50  31  2 
 
-5  -3  0 
  3-Technical  2  2  0 
 
4  2  0 
 
-2  0  0 
  6-Administrative Support  4  2  0 
 
5  3  0 
 
-1  -1  0 
  7-Skilled Craft  1  0  0 
 
0  0  0 
 
1  0  0 
  8-Service/Maintenance  3  1  0 
 
5  2  0 
 
-2  -1  0 
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   EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(090) ECON DEVELOP  114  80  9  7  145  95  12  9  -31  -15  -3  -2 
1-Officials/Administrators  16  8  1 
 
26  11  2 
 
-10  -3  -1 
  2-Professional  82  58  6 
 
95  62  7 
 
-13  -4  -1 
  3-Technical  2  2  0 
 
4  4  0 
 
-2  -2  0 
  6-Administrative Support  8  8  2 
 
12  12  3 
 
-4  -4  -1 
  8-Service/Maintenance  6  4  0 
 
8  6  0 
 
-2  -2  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(040) ETH/CAMP FIN  2  2  0  0  5  5  0  0  -3  -3  0  0 
2-Professional  1  1  0 
 
3  3  0 
 
-2  -2  0 
  6-Administrative Support  1  1  0 
 
2  2  0 
 
-1  -1  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(100) EDUCATION  227  156  18  11  265  182  20  10  -38  -26  -2  1 
1-Officials/Administrators  18  8  0 
 
23  10  0 
 
-5  -2  0 
  2-Professional  168  112  13 
 
189  125  14 
 
-21  -13  -1 
  3-Technical  7  6  1 
 
6  5  1 
 
1  1  0 
  6-Administrative Support  32  30  4 
 
45  42  5 
 
-13  -12  -1 
  7-Skilled Craft  2  0  0 
 
2  0  0 
 
0  0  0 
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   EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(101) ED-VOC REHAB  335  239  19  33  371  260  20  44  -36  -21  -1  -11 
1-Officials/Administrators  10  4  0 
 
11  4  0 
 
-1  0  0 
  2-Professional  153  98  8 
 
165  99  9 
 
-12  -1  -1 
  3-Technical  113  86  7 
 
122  93  7 
 
-9  -7  0 
  6-Administrative Support  59  51  4 
 
70  64  3 
 
-11  -13  1 
  8-Service/Maintenance  0  0  0 
 
3  0  1 
 
-3  0  -1 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(140) HUMAN RIGHTS  47  27  4  6  46  27  3  6  1  0  1  0 
1-Officials/Administrators  14  8  3 
 
4  1  0 
 
10  7  3 
  2-Professional  30  16  1 
 
38  22  3 
 
-8  -6  -2 
  3-Technical  0  0  0 
 
1  1  0 
 
-1  -1  0 
  6-Administrative Support  3  3  0 
 
3  3  0 
 
0  0  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(18A) HUMAN SRVCS  5,020  3,667  279  159  5,766  4,243  318  218  -746  -576  -39  -59 
1-Officials/Administrators  376  244  15 
 
448  291  15 
 
-72  -47  0 
  2-Professional  1,707  1,353  99 
 
1,967  1,531  119 
 
-260  -178  -20 
  3-Technical  901  780  68 
 
1,041  908  72 
 
-140  -128  -4 
  4-Protective Service  226  65  12 
 
234  65  10 
 
-8  0  2 
  6-Administrative Support  496  471  34 
 
631  600  47 
 
-135  -129  -13 
  7-Skilled Craft  111  5  0 
 
127  6  0 
 
-16  -1  0 
  8-Service/Maintenance  1,203  749  51 
 
1,318  842  55 
 
-115  -93  -4 
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   EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(205) JUSTICE  224  132  12  2  255  145  12  3  -31  -13  0  -1 
1-Officials/Administrators  21  9  1 
 
27  10  0 
 
-6  -1  1 
  2-Professional  168  88  10 
 
190  97  10 
 
-22  -9  0 
  3-Technical  1  1  0 
 
1  1  0 
 
0  0  0 
  6-Administrative Support  34  34  1 
 
37  37  2 
 
-3  -3  -1 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(200) INSP APPEALS  473  308  27  19  531  344  32  30  -58  -36  -5  -11 
1-Officials/Administrators  22  13  0 
 
29  18  0 
 
-7  -5  0 
  2-Professional  386  234  18 
 
414  242  21 
 
-28  -8  -3 
  3-Technical  3  2  2 
 
4  3  2 
 
-1  -1  0 
  6-Administrative Support  62  59  7 
 
84  81  9 
 
-22  -22  -2 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(135) IA COMM NTWK  77  27  10  1  85  32  9  2  -8  -5  1  -1 
1-Officials/Administrators  14  4  1 
 
17  6  2 
 
-3  -2  -1 
  2-Professional  53  18  9 
 
54  19  7 
 
-1  -1  2 
  3-Technical  6  3  0 
 
11  6  0 
 
-5  -3  0 
  6-Administrative Support  2  2  0 
 
1  1  0 
 
1  1  0 
  7-Skilled Craft  2  0  0 
 
2  0  0 
 
0  0  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(095) IA FIN AUTH  81  53  7  3  81  52  5  3  0  1  2  0 
1-Officials/Administrators  28  17  2 
 
28  14  2 
 
0  3  0 
  2-Professional  51  34  5 
 
50  36  3 
 
1  -2  2 
  6-Administrative Support  2  2  0 
 
3  2  0 
 
-1  0  0 
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   EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(210) IA LAW ENF ACAD  19  12  0  0  24  12  0  0  -5  0  0  0 
1-Officials/Administrators  0  0  0 
 
1  0  0 
 
-1  0  0 
  2-Professional  10  4  0 
 
13  4  0 
 
-3  0  0 
  4-Protective Service  1  1  0 
 
1  1  0 
 
0  0  0 
  6-Administrative Support  7  7  0 
 
7  7  0 
 
0  0  0 
  7-Skilled Craft  1  0  0 
 
2  0  0 
 
-1  0  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(321) LOTTERY  86  35  4  6  109  44  6  7  -23  -9  -2  -1 
1-Officials/Administrators  18  8  1 
 
20  9  1 
 
-2  -1  0 
  2-Professional  49  13  0 
 
61  16  1 
 
-12  -3  -1 
  3-Technical  6  5  0 
 
8  6  0 
 
-2  -1  0 
  6-Administrative Support  12  9  2 
 
18  13  3 
 
-6  -4  -1 
  8-Service/Maintenance  1  0  1 
 
2  0  1 
 
-1  0  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(261) IPERS  78  46  7  4  77  48  7  4  1  -2  0  0 
1-Officials/Administrators  11  3  0 
 
13  5  0 
 
-2  -2  0 
  2-Professional  57  35  6 
 
53  34  5 
 
4  1  1 
  3-Technical  2  2  0 
 
2  2  0 
 
0  0  0 
  6-Administrative Support  8  6  1 
 
9  7  2 
 
-1  -1  -1 
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   EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(106) IPTV  99  43  1  1  109  48  1  1  -10  -5  0  0 
1-Officials/Administrators  13  9  0 
 
14  11  0 
 
-1  -2  0 
  2-Professional  55  25  0 
 
61  27  0 
 
-6  -2  0 
  3-Technical  26  5  0 
 
28  5  0 
 
-2  0  0 
  6-Administrative Support  5  4  1 
 
6  5  1 
 
-1  -1  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem   Min   Dis   Total  Fem   Min   Dis   Total  Fem   Min   Dis  
(230) MANAGEMENT  21  11  1  0  31  15  1  0  -10  -4  0  0 
1-Officials/Administrators  1  0  0 
 
3  2  0 
 
-2  -2  0 
  2-Professional  19  10  1 
 
26  11  1 
 
-7  -1  0 
  6-Administrative Support  1  1  0 
 
2  2  0 
 
-1  -1  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(240) NAT RESOURCE  894  268  46  24  946  278  46  34  -52  -10  0  -10 
1-Officials/Administrators  120  36  2 
 
125  35  2 
 
-5  1  0 
  2-Professional  475  164  31 
 
508  171  30 
 
-33  -7  1 
  3-Technical  140  18  2 
 
148  18  2 
 
-8  0  0 
  4-Protective Service  110  9  7 
 
113  10  8 
 
-3  -1  -1 
  6-Administrative Support  44  40  4 
 
46  42  4 
 
-2  -2  0 
  7-Skilled Craft  4  0  0 
 
4  0  0 
 
0  0  0 
  8-Service/Maintenance  1  1  0 
 
2  2  0 
 
-1  -1  0 
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   EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(642) OFC DRUG CNTL 
POL  7  5  1  1  7  5  1  1  0  0  0  0 
1-Officials/Administrators  3  2  0 
 
3  2  0 
 
0  0  0 
  2-Professional  3  2  1 
 
3  2  1 
 
0  0  0 
  6-Administrative Support  1  1  0 
 
1  1  0 
 
0  0  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(301) OFC ENERGY IND  22  13  3  1  3  2  0  0  19  11  3  1 
1-Officials/Administrators  7  3  2 
 
2  1  0 
 
5  2  2 
  2-Professional  13  8  1 
 
0  0  0 
 
13  8  1 
  6-Administrative Support  2  2  0 
 
1  1  0 
 
1  1  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(250) PAROLE  6  4  1  0  10  7  3  0  -4  -3  -2  0 
1-Officials/Administrators  1  0  1 
 
1  0  1 
 
0  0  0 
  2-Professional  4  3  0 
 
6  4  0 
 
-2  -1  0 
  6-Administrative Support  1  1  0 
 
3  3  2 
 
-2  -2  -2 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(270) PERB  5  4  0  0  7  5  0  0  -2  -1  0  0 
2-Professional  3  2  0 
 
4  2  0 
 
-1  0  0 
  3-Technical  0  0  0 
 
1  1  0 
 
-1  -1  0 
  6-Administrative Support  2  2  0 
 
2  2  0 
 
0  0  0 
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   EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(280) PUB DEFENSE  380  95  25  13  376  89  24  17  4  6  1  -4 
1-Officials/Administrators  27  6  0 
 
33  8  0 
 
-6  -2  0 
  2-Professional  157  58  7 
 
120  49  5 
 
37  9  2 
  3-Technical  9  6  0 
 
9  5  0 
 
0  1  0 
  4-Protective Service  99  4  12 
 
105  4  12 
 
-6  0  0 
  6-Administrative Support  11  10  0 
 
10  9  0 
 
1  1  0 
  7-Skilled Craft  55  2  2 
 
75  3  3 
 
-20  -1  -1 
  8-Service/Maintenance  22  9  4 
 
24  11  4 
 
-2  -2  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(290) PUB HEALTH  415  308  27  30  444  323  30  33  -29  -15  -3  -3 
1-Officials/Administrators  80  59  3 
 
84  61  3 
 
-4  -2  0 
  2-Professional  259  184  17 
 
273  187  20 
 
-14  -3  -3 
  3-Technical  10  8  1 
 
12  9  1 
 
-2  -1  0 
  4-Protective Service  4  1  0 
 
4  1  0 
 
0  0  0 
  6-Administrative Support  62  56  6 
 
71  65  6 
 
-9  -9  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(300) PUB SAFETY  942  196  30  26  993  223  33  31  -51  -27  -3  -5 
1-Officials/Administrators  51  7  1 
 
53  8  1 
 
-2  -1  0 
  2-Professional  74  28  7 
 
83  34  9 
 
-9  -6  -2 
  3-Technical  59  27  5 
 
65  31  5 
 
-6  -4  0 
  4-Protective Service  643  52  15 
 
662  55  16 
 
-19  -3  -1 
  6-Administrative Support  109  82  1 
 
120  95  1 
 
-11  -13  0 
  7-Skilled Craft  6  0  1 
 
10  0  1 
 
-4  0  0 
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   EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(320) REVENUE  295  175  32  26  372  219  34  32  -77  -44  -2  -6 
1-Officials/Administrators  41  14  2 
 
45  15  2 
 
-4  -1  0 
  2-Professional  210  122  25 
 
261  143  28 
 
-51  -21  -3 
  3-Technical  3  3  0 
 
3  3  0 
 
0  0  0 
  6-Administrative Support  41  36  5 
 
63  58  4 
 
-22  -22  1 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(330) SEC OF STATE  29  20  1  0  36  25  2  0  -7  -5  -1  0 
1-Officials/Administrators  5  4  0 
 
7  4  0 
 
-2  0  0 
  2-Professional  15  7  0 
 
16  8  0 
 
-1  -1  0 
  6-Administrative Support  9  9  1 
 
13  13  2 
 
-4  -4  -1 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(35A) TRANSPORTATION  2,746  673  123  146  3,031  751  133  204  -285  -78  -10  -58 
1-Officials/Administrators  174  50  9 
 
198  56  9 
 
-24  -6  0 
  2-Professional  520  189  26 
 
548  204  26 
 
-28  -15  0 
  3-Technical  487  119  23 
 
568  129  23 
 
-81  -10  0 
  4-Protective Service  109  12  4 
 
116  11  5 
 
-7  1  -1 
  6-Administrative Support  294  263  17 
 
337  305  20 
 
-43  -42  -3  -2 
7-Skilled Craft  1,141  33  41 
 
1,238  37  47 
 
-97  -4  -6  -23 
8-Service/Maintenance  21  7  3 
 
26  9  3 
 
-5  -2  0  -2 
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   EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(360) TREASURER  27  22  1  0  28  22  1  0  -1  0  0  0 
1-Officials/Administrators  6  5  0 
 
6  4  0 
 
0  1  0 
  2-Professional  17  13  1 
 
17  14  1 
 
0  -1  0 
  3-Technical  2  2  0 
 
3  2  0 
 
-1  0  0 
  6-Administrative Support  2  2  0 
 
2  2  0 
 
0  0  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(670) VETS AFFAIRS  12  5  0  1  14  5  0  1  -2  0  0  0 
1-Officials/Administrators  1  0  0 
 
3  0  0 
 
-2  0  0 
  2-Professional  5  3  0 
 
5  3  0 
 
0  0  0 
  6-Administrative Support  3  2  0 
 
3  2  0 
 
0  0  0 
  7-Skilled Craft  2  0  0 
 
2  0  0 
 
0  0  0 
  8-Service/Maintenance  1  0  0 
 
1  0  0 
 
0  0  0 
     EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(370) VETERANS HOME  764  620  35  32  857  705  33  42  -93  -85  2  -10 
1-Officials/Administrators  25  12  0 
 
29  15  0 
 
-4  -3  0 
  2-Professional  194  156  7 
 
204  165  5 
 
-10  -9  2 
  3-Technical  98  91  3 
 
112  105  3 
 
-14  -14  0 
  4-Protective Service  6  0  0 
 
6  0  0 
 
0  0  0 
  6-Administrative Support  42  36  1 
 
54  48  1 
 
-12  -12  0 
  7-Skilled Craft  19  0  0 
 
24  0  0 
 
-5  0  0 
  8-Service/Maintenance  380  325  24 
 
428  372  24 
 
-48  -47  0 
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   EOFY10 Workforce  EOFY09 Workforce  FY2010 Workforce Change 
Department/EEO Category  Total  Fem  Min  Dis  Total  Fem  Min  Dis  Total  Fem  Min  Dis 
(12A) IA WKFC DEVELOP  842  554  149  86  817  541  133  105  25  13  16  -19 
1-Officials/Administrators  71  41  12 
 
73  42  10 
 
-2  -1  2 
  2-Professional  606  392  105 
 
565  359  86 
 
41  33  19 
  3-Technical  38  9  5 
 
39  14  5 
 
-1  -5  0 
  6-Administrative Support  126  111  27 
 
139  126  32 
 
-13  -15  -5 
  8-Service/Maintenance  1  1  0 
 
1  0  0 
 
0  1  0 
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TO:  The Honorable Chester J. Culver  
The Honorable Lieutenant Governor Patty Judge 
 
  FR:  Preston Daniels, Director of the Department of Human Rights and  
    Chair of the Diversity Council 
 
CC:  Joni Klaassen, Deputy Chief of Staff for Operations and Administration;   
Renee  Hardman, Senior VP-Human Resources of Bankers Trust and  
Co-Chair of the Diversity Council 
 
  RE:  Report to the Governor 
 
 
As directed in Executive Order Number Four, the Diversity Council has completed its 
Report to the Governor, which we respectfully submit to you and the Lieutenant 
Governor.  We have outlined the Council’s work in FY 2010.  Please find in the appendix: 
FY 2009 recommendations progress report.  
 
On behalf of the Council, we appreciate your support of our efforts this past year. 
Division of Community Action Agencies      Division of Community and Advocacy Service      Division of Criminal and Juvenile Justice Planning 
 
Offices of: 
Asian and Pacific Islanders | Deaf Services | Latino Affairs | Native American Affairs | Persons with Disabilities | Status of African Americans | Status of Women 
  
  
Governor Chester J. Culver 
Lt. Governor Patty J. Judge 
  
Preston A. Daniels, Director 
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The Diversity Council’s Annual Report to the Governor: 2010 
 
Introduction 
Executive Order Four affirms the Culver/Judge Administration’s commitment to diversity by 
establishing a Diversity Council, made up of individuals with expertise in diversity.  One of the 
Council’s charges is to submit a written report, outlining its activities and progress, to the 
Governor’s Office no later than June 30 of each year.  This report will outline the activities of 
the Council from July 1, 2009, to the present. 
 
Meeting Dates and Subcommittees 
In August 2009, the Diversity Council held a strategic planning session to determine its future 
direction.  It was decided that the Council would meet in session every other month in order to 
allow members time to work in subcommittees. 
The Council has met on the following dates in FY 2010:    
  08-26-09 – Strategic Planning Session/Retreat 
  10-08-09 – Regular Meeting 
  11-12-09 – Regular Meeting 
  01-14-10 – Regular Meeting 
  03-11-10 – Regular Meeting 
  04-07-10 – Special Meeting to discuss role of the Diversity Council 
  05-13-10 – Regular Meeting 
 
The Diversity Council created new subcommittees to match its strategic goals for FY 2010. 
The Council developed a statement of purpose, which guides the subcommittees. 
 
1)  Training Strategy – Continue diversity training and encourage departments to do more 
to promote diversity. 
a.  Robin Jenkins 
b.  Ralph Rosenberg 
c.  Miriam Tyson 
d.  Din VanLo 
e.  DAS-HRE Staff (PDS) 




2)  Accountability Strategy – Determine how to make departments accountable for 
diversity and decide what data and measures should be used to determine outcomes. 
a.  Renee Hardman 
b.  Robin Jenkins 
c.  Alba Perez  
 
3)  Diversity Plans Strategy – Work with departments to increase the quality of their annual 
Diversity Plans and encourage directors to be accountable for diversity progress in their 
departments.  
a.  Robin Jenkins 
b.  Alba Perez  
c.  Ralph Rosenberg  
d.  Dinh VanLo  
e.  Ray Walton  
 
4)  Communications Strategy – Educate the public on the mission, role, and activities of the 
Council. 
a.  Reggie Jackson  
b.  Ralph Rosenberg 
c.  Miriam Tyson  
d.  Stephen Wooderson  
 
5)  Organizational Strategy – Review Council membership; establish lines of communication 
between the Council and the State with regard to recommendations; and create a 
mission statement on diversity for all of state government.  
a.  Preston Daniels  
b.  Reggie Jackson  
 
In the fall of 2009, the Governor accepted the Diversity’s Council’s recommendations.  Please 






We are pleased to report that at the end of calendar year 2009, DAS-HRE Performance & 
Development Solutions conducted its 789
th session of diversity training.  More than 21,000 
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employees attended across the state.  Further, the sessions are offered on a continual basis on 
the regular training calendar.  The Iowa Department of Transportation has included the half-day 
session in its orientation week for all new employees. 
 
The subcommittee worked with DAS to recommend a new, state-specific course, covering 
hiring practices and best practices for managers and supervisors.  The course will be delivered 
in FY11 via webinar, and offered multiple times throughout the year.  In addition, the course 
can be delivered as a special session, allowing for customization per agency. 
 
The subcommittee recommended to the Council that it enlist support from the Governor 
requiring agencies to develop mandatory training plans for each manager and supervisor.  The 





To achieve improvement or transformational change, it is important to consistently weave 
diversity into the everyday operations of every department.  The subcommittee has identified 
five ways to include diversity in the decision-making process in state government: 
 
  Performance reviews need to include meaningful and specific accountability statements 
to address diversity issues. 
  The Diversity Progress Report should become part of the performance review for agency 
directors and elected officials. 
  The State should develop a “trends report” based on the Diversity Progress Report, and 
provide it to the Council on a quarterly or bi-annually basis. 
  “Best Practices Award” should be created for state government. 




Diversity Plans Subcommittee 
 
The subcommittee has a draft of the Diversity Plan format for departmental reporting. 
 
 





In October 2009, the Diversity Council in conjunction with Iowa Vocational Rehabilitation 
Services (IVRS) developed a campaign to serve as the Governor’s initiative of identifying the 
State of Iowa as a disability-friendly workplace.  Prior to the end of the 2009 calendar year, IVRS 
and the Department of Human Rights (DHR), as a part of a national effort, signed on to the 
Proclamation Recommitment to full implementation of the American Disabilities Act (ADA).  
 
In early 2010, IVRS led a work group consisting of other state departments to deliver an 
awareness initiative – marketing the current success stories about employees with disabilities 
in State government.  In addition, DAS-HRE has supported efforts to promote, recruit, and 
retain persons with disabilities. 
 
In late winter and spring of 2010, a consortium of state agencies signed on to a national media 
campaign, “Think Beyond the Label,” to dispel the myths surrounding employees with 
disabilities and encourage employers to see past their biases. 
 
In a previous (FY09) diversity report to the Governor, the Council indicated its plans for a public 
forum to inform the general public and state employees about Executive Order Four and the 
Council’s goals, accomplishments, and current projects.  After revisiting our strategic goals, the 
Council decided that it would be preferable to distribute a survey to all state government 
employees to solicit input regarding diversity issues and to determine the level of interest 
regarding the forum for employees and the greater community.  Upon receipt of the survey 





Acting upon a request by the Organizational Subcommittee, the Diversity Council held a special 
meeting on April 7 to discuss the Council’s role moving forward.  It was unanimously agreed 
upon that the Council remains in current status with the following proposal: 
 
1)  The Council is in need of a new chair to be appointed by the Governor. 
2)  Expand the role, structure, terms, and membership of the Council. 
a.  Role: Promote, explore, examine, and recommend directions and solutions. 
b.  Structure: Standing Council. 
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c.  Three-year staggered terms. 
d.  Add to membership roster: 
  A director from a medium and large agency (2) 
  Regents Institution (1) 
  Judicial (1) 
  Legislature (4) 
3)  Create the position of Inclusion or Diversity Officer, who would work in the Governor’s 
Office and report directly to the Governor, Lt. Governor, or the Chief of Staff. 
4)  Encourage directors to attend the Diversity Council’s meetings upon invitation from the 
Council to share department’s diversity efforts. 
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STATUS OF RECOMMENDATIONS AS OF JULY 2010




A.  Hiring processes across state 
government must be 
standardized for greater 
efficiency; therefore, the 
recruitment and selection 
process must be consistent 
with the DAS “Applicant 
Screening Manual."
DAS continues with hiring 
practice reviews to 
determine general 
compliance with established 
principles of the "Applicant 
Screening Manual."  
Xxxxxxxxxxxxxxxxxxxxxxiiixxx
Completed: DNR, IVH, and 
Revenue.  
A response is pending from 
one additional department, 
and three other reports are 
pending completion by DAS. 
I., A. and B., 2.
B. Departments should strive to 
have a hiring pool of 
applicants of diverse 
background. Justification 
must be made to the 
Director when a qualified 
candidate in an underutilized 
category is not hired.
DAS will continue to 
coordinate statewide 
recruitment, emphasizing 
branding and providing 
assistance to departments, 
as needed.  Director Walton 
sent a memo on 4-21-10 to 
all department directors 
reminding them of pending 
hiring opportunities due to 
the early retirement 
program. He has also 
communicated with 
management liaisons and 
personnel assistants about 
the importance of hiring 
persons with disabilities. 
DAS is studying the use of 
the justification process in 
the hiring process.  
xxxxxxxxxxxxxxxxxxxxxxiiiixxx
The Governor’s Office has 
stressed the importance of 
this issue to directors during 
cabinet meetings. 
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C. DAS must ensure next year’s 
Diversity Plans are specific in 
identifying methods that 
departments will use in 
expanding, when applicable, 
the diversity of their 
workforce.
DAS, with input of a sub 
group of the Diversity 
Council, has developed a 
workforce planning 
document that will be used 
for diversity planning and 
reporting.  This document 
requires that agencies 
identify their workforce 
needs, and then plan for 
increasing their diversity 
with those needs in mind.  
DAS is currently working on 
this document for the FY 
2011 diversity and workforce 
planning cycle.
DAS will be distributing the 
annual Workforce Planning 
template for FY 2011 that 
will include a request for 
specific plans and methods 
to increase diversity.  This 
will be distributed in July 
2010.
I., D.
D. Department Directors’ 
performance evaluations 
should include a diversity 
component, which would 
reflect specific achievements 
in the areas of diversity 
recruitment, hiring, training, 
and retention.
DAS is studying how to 
reflect diversity in directors' 
performance appraisals.
DAS will develop a 
preliminary 




E. The Governor should 
commission DAS to review, 
evaluate, and make 
necessary changes to the 
current Affirmative Action 
Process within state 
government; including, 
refining the data used in the 
Affirmative Action Report. 
DAS has received significant 
input from the Attorney 
General’s Office on ways this 
program could be improved.  
The Attorney General’s 
Office is working with an 
outside expert on these 
issues. 
DAS will develop a 
preliminary 
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F. The Governor should 
consider hiring a Diversity 
Inclusion Officer – whose job 
description would be 
developed by DAS – or 
expand the role of the 
Affirmative Action Officer to 
include diversity initiatives. 
Discussions are underway 
about this issue.
IGOV, DAS, and DHR staffs  
have developed the job 
description and the 
Governor plans to appoint a 
staff member to serve as the 
Diversity Inclusion Officer, 
reporting directly to the 
Governor and Lt. Governor.
Diversity Council 
recommendation
G. The Governor should lead by 
example to build a strong 
statewide commitment to 
diversity and strengthen 
diversity efforts in all three 
branches of government.  In 
so doing, the Governor 
should consider inviting a 
person from the Regents, 
the Judicial Branch, and the 
Legislative Branch to join the 
Diversity Council. 
There currently are openings 
on the diversity council, so 
there is an opportunity to 
include others.
The Governor’s letter is in 
final draft form.  IGOV plans 
to finalize the letter and 
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H. Diversity training should be 
mandatory for employees in 
all three branches of 
government.
The current proposal is for 
all executive branch 
managers and supervisors to 
attend a 90-minutes webinar 
training on recruitment, 
selection, and retention in FY 
2011.  In addition, DAS 
proposes that all 
departments complete a 
training plan for supervisors 
that can pinpoint their 
specific training needs.  This 
will help us to provide 
training that is needed for 
each department.  
xxxxxxxxxxxxxxxxxxxxxxxiixxx
Ongoing diversity sessions 
are in the training catalog for 
new employees and any who 
may have missed the original 
sessions.  DAS offers all 
training courses to any 
entity, including the 
legislative branch and 
regents.
The initial round of half-day 
training (780 sessions) for all 
21,000 employees has been 
completed.  
xxxxxxxxxxxxxxxxxiiixxxxxxxxx
Additional training (75 
sessions) for 2,100 managers 
and supervisors has also 
been completed.  
xxxxxxxxxxxxxxxxxxxxiiixxxxx
New employees will be 
trained as they are hired.




training to all 
branches.
9
APPENDIX C: DIVERSITY COUNCIL'S REPORT TO THE GOVERNOR
50APPENDIX:
STATUS OF RECOMMENDATIONS AS OF JULY 2010





I. DAS must provide a plan for 
ongoing training and 
methods for leadership, 
recruitment, and hiring to 
use in integrating diversity 
into their workplace; 
specifically:  
xxxxxxxxxxxxxxxxxxxxxxxxxxx
xxx1. Provide a core of 
xxxxixorientation courses 
xxxixxfor new managers.  
xxxxxxxxxxxxxxxxxxxxxxxxxxx
xxx2. Provide follow-up 
xxxixxtraining/reviews for 
xxxixxnew managers. 
The FY 2011 webinar training 
on recruitment, selection, 
and retention will be part of 
this plan.  Currently, DAS 
Performance Development 
Solutions (PDS) offers a 
variety of courses on 
leadership.
A curriculum proposal has 
been submitted to the 
Diversity Council for the 
webinar training.  Training 
will commence in FY 2011. 
B., 2, 3.
J. DAS should establish a 
training curriculum directed 
toward improving interview 
skills for current state 
employees who are seeking 
professional development, 
promotions, or new 
positions within the State.
This training is currently 
under development.  It will 
be released in the first 
quarter of FY 2011.
B., 2, 3.
K. DAS should establish a 
training curriculum for hiring 
managers on how to be 
mindful of cultural 
differences when conducting 
interviews.
This concept will be 
integrated into the 
upcoming webinar training 
for managers and 
supervisors, and it is also 
part of the curriculum for 
the current PDS offering, 
"From Interview to Hire."
B., 3.
10
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L. Recommendations to assist 
to carrying out Executive 
Order Number Four.  The 
Council recommended that 
an alternative mechanism is 
created to communicate 
with the Governor in 
reference to diversity issues 
not related to the State’s 
hiring practices.
The Diversity Inclusion 
Officer will assume primary 
responsibility for greater 
communication, including 
attendance and participation 













DAS has identified the following list of websites as resources to help interested parties 
learn more about the State’s diversity-related programs, DAS resources, and the 
executive branch departments. 
 






Managers and Supervisors Manual: 
http://das.hre.iowa.gov/ms_manual.html 
 
State of Iowa Jobs Page: 
http://das.hre.iowa.gov/state_jobs.html 
 


















































98Agency Diversity Plan Questionnaire 
 
Agencies must provide an update of their annual diversity plan and submit to DAS and the 
Diversity Council by July 31
st.  Plans shall be written and contain goals and time 
specifications related to personnel administration.   
  
Affirmative Action Statement signed by the appointing authority 
 
The State prohibits discrimination in its employment policies and practices on the basis of 
race, creed, color, religion, national origin, sex and sexual orientation, age, or mental and 




1.  Statement declaring how your policy will be implemented:  ICRC, as a small agency, is 
able to implement all policies with direct, face to face direction and electronic 
reminders.  Since ICRC has not been under utilized for many years and since ICRC 
has not been able to hire FT staff for a number of years, the policy is to maintain 
diversity, while seeking ways to increase training and management options for a 
more diverse workforce.   
 
2.  Name, job title, and work location of the responsible EEO AA official: Ralph Rosenberg, 
Executive Director. ICRC has only one location, at the Grimes Building.  
 
3.  Describe your internal system for auditing and reporting diversity issues:  
 
a.  Monthly review by director of DAS reports with informal management 
team. With no FTE hires since 2008, the diversity ‘recruitment’  has been 
focused on expanded training of current staff and recruitment of  
volunteers and interns, as well as providing opportunities for 
management style training  and advancement(conferences, back-up 
federal agency contacts, etc.).   
b.  With the small size of the agency,  diversity issues are brought to the 
attention of the Executive Director. 
 
4.    Indicate how your diversity plan and related communication materials are distributed to 
your employees and the public and provide any links to your web site or attach a copy of 
supporting documentation:    ICRC does advertize in the Bystander and El 
Communicado and has done so for a number of years. ICRC also has purchased ads 
in Spanish speaking small town papers.  ICRC has worked to create PSA’s, most 
recently focusing on disability. The nature of our work dictates that “all we talk about” 
is diversity.  
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Provide a brief summary for each item, indicating your progress in FY 2010, and your plans 
for FY 2011. 
 
1.  Provide information on the agency’s hiring and promotion practices, outlining any 
changes to those practices during the reporting period. With no full time hires since 
2008, the policy has not changed.  With one anticipated hire in the fall of 2010, the 
policy was reviewed. ICRC will continue with a racially diverse interviewing panel, 
as implemented prior to 2008 hires.    
a.  ICRC also recruits racial and cultural minorities at the law schools, 
especially Drake.  
b.  Through the VISTA program, ICRC is able to also reach racial and cultural 
minorities.  
 
FY 2010 Progress—No change. No hires since 2008.    
 
FY 2011 Plans—We anticipate one FTE hire.  We have reviewed and placed the listing 
on Brass Ring. We will continue aggressive, widespread public distribution of the job 
vacancy. We carefully reviewed the job description and hiring process.   
 
2.  Outline steps taken by the agency to increase diversity in the department by recruiting 
and retaining a diverse workforce; 
 
FY 2010 Progress—With no ability to hire FTEs since 2008, progress was made in 
different ways.   Constant attention was made to  to recruitment of racial and cultural 
minorities and PWDS through volunteers, interns, and VISTAs. We constantly 
approached  staff, who are racial or culturally minorities, to assume greater informal 
management involvement , as a way to train for potential advancement.  
 
FY 2011 Plan—Continued attention.  We anticipate one FTE hire.  We have reviewed 
and placed  the listing on Brass Ring. We will continue aggressive, widespread  public 
distribution of the job vacancy. We carefully reviewed the  job description and hiring 
process.   
 
 
3.  Outline the steps taken by the agency to train employees on diversity-related issues; 
 
FY 2010 Progress –Daily through our work. During the last year, we  had training by 
Russ Lovell, Ako Abdul Samad (on cultural competency and race), and the Great 
Plains ADA staff.  Staff have also attended HUD, EEOC, and RECCR trainings, 
including out of state training paid for by federal dollars.  Additional effort has been 
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representation of ICRC staff.  
 
FY 2011 Plan  We will continue with staff attendance. Most recently 3 staff were funded 
with federal dollars to attend HUD training.  
 
4.  Outline how the agency intends to increase diversity among its staff in the next year, 
based upon the number of anticipated hiring opportunities and current workforce 
composition;  
 
FY 2010 Progress—continued aggressive recruitment. (only one hire expected, tho)  
 
FY 2011 Plan—-Again, ICRC only has one hire for this FY.  Aggressive recruitment and 
continuous review of job description and essential job function  will help  insure no 
disparate impact.  
 
5.  Describe any other efforts undertaken by the agency during the reporting period to 
encourage workplace diversity and celebrate diversity.  
 
FY 2010 Progress –  By nature of the training conducted by ICRC ( ICRC’s trainer 
conducted 130 workshops before 2700 people) , thousands of Iowans are encouraged 
to expand opportunities for a diverse workforce.  
 
The Director’s membership on the Diversity Council and on several of its sub-
committees on agency plans and communications helps insure other state agencies 
will similarly support diversity efforts.   
 
FY 2011 Plan—ICRC coordinated statewide ADA celebrations, which including free 
training for employers on recruitment and working with people with disabilities.  ICRC 
created a website with information on what cities can do.  ICRC participates in 
outreach events at the State Fair, and individual groups’  annual events, like 















FY 2011 Plan 
FY 2010 Progress 
Affirmative Action/Equal Employment 
DIVERSITY PLAN AND REPORT 
STATE OF IOWA 
 
 
Please provide an update of your department’s annual Diversity/Affirmative Action plan 
and report and submit to DAS by July 31
st.  Written plans should contain action items 
(goals) and time specifications.  
  
DAS will submit a report by September 30
th on the condition of affirmative action, 
diversity, and multicultural programs in state agencies.  The information you submit will 
be included in this report. 
 
Submitting Agency:    Iowa College Student Aid Commission 
 
Division (if applicable):   N/A 
 
Person Submitting Report: Julie Leeper 
 
Please Print Name:    Julie Leeper 
 
Please Sign Name: 
 










The State prohibits discrimination on the basis of race, creed, color, religion, national 
origin, sex and sexual orientation, age, or mental and physical disability in its 
employment policies and practices and is an equal employment opportunity and 
affirmative action employer.   
Please insert any additional statements of policy or commitment to achieving and 
maintaining a diverse workforce in your agency: 
The Commission’s management liaison will work directly with the State 
Recruiting Coordinator to ensure that a diverse workforce is recruited.   
The Commission will attempt to recruit minority applicants for all posted 
positions. 
The Commission will identify and interview at least one minority applicant for all 
posted positions if it can be determined that an application has been received 
from a minority applicant. 
Preference will be given to minority applicants when all other qualifications are 
equal.   
 
Administrative Plan  
1.  How your policy will be implemented: 
 
Each hiring supervisor has been trained on the importance of diversity in the 
workplace and, with the help of the Commission’s management liaison, is 
required to document each step in the hiring process including: 
 
•  A record of the review process that established the essential functions and 
the competencies required to perform them. This includes the supporting 
material that documents that the functions are essential. It should also include 
a copy of the PDQ with the essential functions and required duties listed. 
•  A copy of any advertisements or posted vacancy announcements. Any 
general qualifications and selective requirements should be evident. 





•  A copy of each screening method used and the results of the method by 
individual. The reasons for including and excluding each applicant should be 
maintained.  
•  Copies of all correspondence to applicants.  
•  A copy of the overall screening plan. 
•  A copy of the Checklist for Supervisors Filling positions and associated 
documents such as the Requisition (req). 
•  A copy of the official applicant list received from DAS-HRE and coded for 
return. 
•  Copies of interview questions and applicant responses. 
•  Copies of background checks must also be maintained, but have to be 
maintained as confidential records. 
•  Copies of reference check questions and responses. 
•  A record of the reasons that the applicant hired was chosen. 
 
2.  Name, job title, and contact information for the responsible EEO AA official: 
 








3.  Describe your agency’s system for auditing and reporting diversity issues: 
 
All diversity issues must be reported to the Commission’s management liaison and 
to the Executive Director.   
 
4.    Indicate how your diversity plan and related communication materials are 
distributed to your employees and/or the public.  Please provide any relevant links to 
your web site or attach a copy of supporting documentation:   
The Commission distributes its employment statement in its Employee 
Handbook.  The Handbook is distributed to all new employees and is updated 









List your agency’s hiring and promotion practices, outlining any changes to those 
practices during the reporting period; 
A copy of the Commission’s Hiring Policy is attached beginning on page 11. 
The Policy has been modified to include notification of job postings to the Iowa 
Department of the Blind, the Division of Vocational Rehabilitation Services of the 
Department of Education, and the State Recruiting Coordinator. 
To enhance retention efforts, the Commission has begun using the state’s 
standard Exit Interview Parts 1 and 2. 
FY 2010 Progress 
Hiring Supervisors have been updated on the need to follow the Hiring Policy and 
are more informed about the need to maintain hiring records.  
FY 2011 Plans 
Hiring Supervisors will be required to support the management liaison in all 












Outline all steps taken by the agency to increase diversity in the department; 
 
FY 2010 Progress 
The Commission hired only two individuals during FY 2010.  In both cases, additional 
points were given to applicants with disabilities or who were veterans.  Ethnicity is not 
taken into consideration in the initial review, as it is difficult, if not impossible, to identify 
ethnic diversity through the review of paper applications. 
 
FY 2011 Plan 
During FY 2011, the Commission will provide copies of all job postings to the Iowa 
Department of the Blind and the Division of Vocational Rehabilitation Services of the 
Department of Education.  In addition, the Commission will seek assistance from the 
State Recruiting Coordinator at DAS to ensure that a diverse group of applicants is 










Outline the steps taken by the agency to train employees on diversity-related issues; 
 
FY 2010 Progress 
The Commission’s Employment Practices and Hiring Policy has been provided to all 
employees. 
The Commission has published Office Work Rules which deal with professionalism, 
positive attitude, respect, stewardship, communication, integrity, personal and 
professional growth, and safe environment.  All employees are required to uphold these 
“shared expectations”.  
 
FY 2011 Plan 
Diversity training topics will be included in quarterly staff meetings. 
The Executive Director and Management Liaison will discuss diversity issues with all 
supervisors prior to approving any new hire. 











Outline how the agency intends to increase diversity among its staff in the next year, 
based upon the number of anticipated hiring opportunities, SERIP replacements and 
current workforce composition;  
 
FY 2010 Progress 
Because of the minimum number of hires during FY 2010, little progress was made to 
further diversify staff. 
 
FY 2011 Plan 
The Commission does not plan to replace the four employees who retired under SERIP.  
However, approximately 5 new employees will be required under federal grants 
expected to be awarded to the Commission during FY 2011.  As already indicated, the 
Commission will provide copies of all job postings to the Iowa Department of the Blind 
and the Division of Vocational Rehabilitation Services of the Department of Education.  
In addition, the Commission will seek assistance from the State Recruiting Coordinator 











Describe any other efforts undertaken by the agency during the reporting period to 
encourage workplace diversity.  If you would like to provide any additional information 
as an attachment, please identify the topic of the document and a brief summary in 
Section 7.   
 
FY 2010 Progress 
 












Topic – Hiring Policy 

















Karen Misjak, Executive Director 
Agency Head, Name and Title (please print) 
 
 










IOWA COLLEGE STUDENT AID COMMISSION 
HIRING POLICY 
Updated August 2010 
A.  General Hiring Policy Guidelines and Administration. 
1.  Support for Department’s Hiring Policy and Practices  
  Provided in Iowa College Student Aid Commission Employee Handbook 
2.  Roles and Responsibilities 
 Executive  Director: 
1)  Approve initial posting of the position. 
2)  Participate on the interview panel, as time allows. 
3)  Review the selection of the finalist and approve salary offer. 
 
 Division  Directors/Supervisors: 
1)  Make sure that all steps in the hiring process are followed. 
2)  Ensure that the Position Description Questionnaire (PDQ) reflects the job 
responsibilities and duties of the position. 
3)  Develop the screening method and scoring matrix. 
4)  Develop the interview questions. 
5)  Conduct the interviews using an interview panel. 
6)  Conduct the reference checks. 
7)  Recommend individual for final decision of the Executive Director. 
8) Negotiate  salary. 
9)  Set start date and give appropriate documentation to Management Liaison to code 
the hire.  Give documentation of screening and matrix to Management Liaison to 
retain for at least 3 years. 
10)  Set up the new employee’s orientation with Management Liaison, other Directors, 
and staff. 
11)  Determine if the employee will become permanent. 
 
 Management  Liaison: 
1)  After Executive Director approves the posting of the position, set up position on the 
State’s BrassRing system. 
2)  When a list is made available, provide the list of candidates to the Supervisor. 
3)  Work with Executive Director and Supervisor to determine appropriate salary level. 






5)  Code the requisition on BrassRing.  Send letters by the BrassRing email system to 
candidates not hired. 
6)  Retain hiring records for at least 3 years in a secure location. 
 
 Personnel  Assistant: 
1)  Back up the Management Liaison. 
2)  Provide assistance to the hiring Supervisors by providing information or help on 
using the BrassRing links. 
 
3.  Recruitment and Retention 
The Commission will work with the Department of Administrative Services – Human 
Resources Enterprise (DAS-HRE) to ensure that recruitment practices are followed.  The 
Commission has enjoyed a stable workforce with employee retention averaging 
approximately 9 years.  The Commission will monitor its employees’ length of service to 
ensure that decreases are noted. 
4.  Promotional Practices 
The Commission’s management team encourages staff to pursue employment opportunities 
that are of interest to the employees.  Employees interested in applying for higher level 
positions are required to apply for the positions of interest in accordance with personnel 
hiring procedures.  Internal staff with exceptional knowledge, skill, and experience 
consistent with the higher level position may be promoted after interview without seeking 
external applications. 
5.  Complaint Handling 
The Commission’s policy concerning handling inquiries or complaints about the hiring 
process will follow Section E of the State of Iowa Equal Opportunity, Affirmative Action, and 
Anti-Discrimination Policy.  The internal process is as follows: 
1)  All inquiries or complaints from applicants for specific job openings will be 
forwarded to the Supervisor and Management Liaison for response and then to the 
Commission’s DAS Personnel Officer for review. 
2)  All complaints from applicants for specific job openings will be answered within two 
working days of receipt.  While additional time may be necessary to adequately 
investigate the charges, the complainant will be notified within two days of receipt 
of the initial complaint that additional time to respond is necessary and an 
approximate response date will be provided. 
3)  The Supervisor’s and Management Liaison’s response shall include the applicant 
screening/scoring criteria, including the complainant’s rank among the other 
applicants.  If the complainant was interviewed, the Supervisor’s and Management 
Liaison’s response shall also include the interview scoring criteria and the 






4)  All copies of complaints and subsequent responses will be filed and retained by the 
Commission. 
5)  The Commission’s DAS Personnel Officer will review the file and report any trends 
or necessary follow-up to the Executive Director. 
6)  All complaints about the hiring process that do not concern specific job openings 
will be referred to previously identified management staff and the Commission’s 
Personnel Officer for review.  The same time provisions outlined in 2) above 
prevail.  Such complaints, and the subsequent responses, will be retained in a 
separate file from those concerning specific job openings but will also be reviewed 
annually per 5) above. 
7)  The Commission will fully cooperate with the Department of Administrative 
Services – Human Resources Enterprise (DAS-HRE) staff in investigating and 
resolving complaints concerning the Commission’s hiring practices.   
 
6.  Confidentiality and Records Retention 
All records relating to the hiring process will be maintained for 3 years in a secure location.  
The following records will be kept as required in Chapter 21 of the State of Iowa Applicant 
Screening Manual: 
•  A copy of any advertisements or posted vacancy announcements.  Any general 
qualifications and selective requirements should be evident. 
•  Copies of all applications received. 
•  A copy of each screening method used and the results of the method by individual.  
The reasons for including and excluding each applicant should be maintained. 
•  Copies of all correspondence with applicants. 
•  A copy of the Position Description Questionnaire (PDQ). 
•  A copy of the Checklist for Supervisors Filling Positions and associated documents 
such as the Requisition (req). 
•  A copy of the official applicant list received from DAS-HRE and coded for return. 
•  Copies of interview questions and applicant responses. 
•  Copies of background checks must be maintained.  Background checks will be 
maintained as confidential records. 
•  Copies of reference check questions and responses. 
•  A record of the reasons that the applicant hired was chosen. 
 
1)  All applicant information will be confidential and is not to be discussed with or 
available to anyone that is not involved in the hiring process.  
2)  All information obtained in the interview process will be confidential and made 
available for discussion only to those involved in the hiring process. 
3)  All information used for screenings, interviewing, and hiring will be held so it is not 
readily available to anyone not involved in the hiring process. 
 
B.  Action Steps in the Hiring Process 





Once it has been determined that a vacant position will be filled or a new position is 
authorized by the Commissioners, the following steps will be completed: 
1)  The Supervisor will update/create the PDQ and classify the position. 
2)  If the position is a new position, the PDQ will be sent to DAS for approval of the 
classification requested.  When approved by DAS, approval from the Department 
of Management (DOM) will be needed. 
3)  The Supervisor will identify selectives and underutilizations. 
4)  The Management Liaison will internally post the position for a minimum of 5 
working days. 
a.  If there are no transfer requests, intra-agency or contract, continue to number 
5. 
b.  If there are transfer requests: 
i.  Intra-agency – proceed to offer the position to the most senior 
bargaining unit employee who has filed a transfer request (employee 
must possess the ability to perform the duties and meet special or 
selective certification requirements and, if the transfer would 
substantially impair the Commission’s ability to maintain operational 
efficiency, it may be denied); 
ii.  Coordinate transfer between state agencies – the most senior 
qualified contract employee will be invited to the office to discuss the 
open position and that employee will be offered the position.  The 
employee will have 3 working days in which to accept or decline the 
offer in writing. 
5)  The Management Liaison will notify the Supervisor when the position has been 
posted on BrassRing and will provide a close-out date. 
6)  The Management Liaison will provide a copy of the posting to the Iowa Department 
for the Blind, the Division of Vocational Rehabilitation Services of the Department 
of Education, and the State’s Recruiting Coordinator.  
7)  The Management Liaison will provide a list of applicants to the Supervisor. 
8)  The Personnel Assistant will print a list of the eligible applicants. 
9)  The Supervisor will select interview team members. 
10)  The Supervisor will evaluate and identify applicants to be interviewed using 
screening methods to select applicants with the desired competencies.  A scoring 
matrix will be established (this matrix will include scoring of points for veterans).  
Examples may include points scored for different levels of education, number of 
years of experience, special certifications or licenses, or specialized experience. 
11)  The Supervisor will set up interviews with top scoring applicants.  Applicants will be 
scored by the team members during the interviews. 
12)  The Supervisor will develop questions to be used during the interviews. 
13)  The Supervisor will provide a list of questions to be asked during the interviews 
and other pertinent information to the interview team.  The Supervisor will provide a 
copy of the PDQ for the interviewee.  (Sample interview questions can be found on 
BrassRing.) 
14)  If five or fewer applicants are on the list, provisional authority is granted and the 
Commission may interview other qualified applicants.  No offer will be extended 
until DAS has reviewed information and applicant is on BrassRing list. 
15)  The applicant to be hired will rank in the top score tier. 
16)  The Management Liaison will check to determine whether the new hire selection 
has defaulted student loans. 





18)  The Supervisor will call references.  At least 2 professional references must be 
called.) 
19)  The Supervisor will call current employers when necessary (if hiring from client or 
Commissioner). 
20)  If references are acceptable, the Supervisor will call the applicant and make a job 
offer explaining the probationary period if appropriate. 
21)  If the offer is accepted, the Supervisor will determine a start date with the new hire. 
22)  If the applicant turns down the offer, the Supervisor will review other applicants’ 
interviewed and determine if an offer should be extended to another interviewee.  
(Go back to step 11.) 
 
2.  Once Offer is Accepted 
1)  Send letters to applicants (NOTE:  The Management Liaison or Personnel 
Assistant is able to do this electronically through BrassRing when provided with the 
names of those who were interviewed, not interviewed, etc.) 
a.  Send letters to applicants who were not interviewed. 
b.  Send letters to applicants who were interviewed and not hired. 
c.  Send letter to applicant who accepted employment offer, including starting 
date, title, and salary. 
2)  Sample letters are available on BrassRing (BrassRing is password-protected and 
accessible only to agency Personnel Assistants and Management Liaisons.   
 
3.  Check-off List for New Hire 
1)  Identify where staff will be located. 
2)  Check with IT for passwords, email address, folder on shared drive, and computer 
needs. 
3)  Obtain security door entry card or fob and signature form from the Management 
Liaison.   
4)  Obtain parking pass and signature form from the Personnel Assistant. 
5)  Obtain file cabinet keys from the Supervisor.  The Supervisor will document key 
assignments. 
6)  Based on position, determine if other passwords are needed to perform job duties. 
7)  Obtain telephone number for new hire (not all office cubicles have activated 
telephone numbers. 
8)  The Supervisor will develop a training schedule. 
9)  The training schedule should include a 2-hour timeframe for the Management 
Liaison and Personnel Assistant to discuss benefits and required paperwork for 
new employees.  There are general office training pieces to be discussed. 
10)  New employee will sign a copy of a page from the Commission’s Employee 
Handbook acknowledging receipt of the Handbook. 
11)  The Administrative Secretary will set up time with the Executive Director, 
Management Liaison, or Personnel Assistant for staff orientation approximately 3 
weeks after the start date. 
12)  The Supervisor will set up basic training provided by Client Relations during 6-
month probation period. 








14)  The Supervisor will conduct performance evaluations at the end of the third and 





























FY 2011 Plan 
FY 2010 Progress 
Affirmative Action/Equal Employment 
DIVERSITY PLAN AND REPORT 
STATE OF IOWA 
 
 
Please provide an update of your department’s annual Diversity/Affirmative Action plan 
and report and submit to DAS by July 31
st.  Written plans should contain action items 
(goals) and time specifications.  
  
DAS will submit a report by September 30
th on the condition of affirmative action, 
diversity, and multicultural programs in state agencies.  The information you submit will 






















The State prohibits discrimination on the basis of race, creed, color, religion, national 
origin, sex and sexual orientation, age, or mental and physical disability in its 
employment policies and practices and is an equal employment opportunity and 
affirmative action employer.   
Please insert any additional statements of policy or commitment to achieving and 
maintaining a diverse workforce in your agency: 
 
Administrative Plan  
 
1.  How your policy will be implemented: 
 
Our current recruiting efforts will be continued including visits to major college 
campuses in the state, and advertisements both on-line and in a newspaper of 
general circulation within the state.  We encourage applications from all 
interested parties on an on-going basis via our website and those applications 
are retained for 12 months to be included in a review of candidates should an 
opening occur. 
 
Our Professional Licensing Bureau uses the Brass Ring system. 
 
2.  Name, job title, and contact information for the responsible EEO AA official: 
 








3.  Describe your agency’s system for auditing and reporting diversity issues: 
 
Management endeavors to set a tone wherein employees feel free to 
communicate any questions or concerns regarding diversity issues.  At IDOB, our 
most evident kind of diversity is the widening age gap and thankfully, everyone is 
respectful of everyone else.  We attribute this, in part, to the teamwork and travel 
which are part of the life of an examiner.  We are lucky enough to have an average 
tenure of 17+ years in the Banking Division and people really get along quite well. 
4.    Indicate how your diversity plan and related communication materials are 
distributed to your employees and/or the public.  Please provide any relevant links to 
your web site or attach a copy of supporting documentation:  
Monthly web based training began in September, 2009.  In June, 2010 a statewide 
event was held with all employees in attendance.  The diversity portion of our 
agenda included a brief video, a small group exercise and a large group 
discussion afterwards.  People participated openly and have said they learned a 
lot from the exercises.  















List your agency’s hiring and promotion practices, outlining any changes to those 
practices during the reporting period; 
 
FY 2010 Progress 
Applicants for the Banking/Regulated Loan Division are pre-screened using the 
documents submitted with regard to GPA (if applicable); previous work 
experience; and overall professionalism presented with the application and/or 
cover letter.  All applications and resume’s are read through and screened using 
the same criteria regardless of ethnic origin; gender; age or disabilities.  The 
Professional Licensing Bureau has always utilized the Brass Ring system. 
FY 2011 Plans 
Our current recruitment efforts ensure all persons who are interested in applying 
for an open position may do so and we will continue with that process. 
 
The Professional Licensing Bureau uses the Brass Ring system and will continue 







Outline all steps taken by the agency to increase diversity in the department; 
FY 2010 Progress 
Minority candidates historically have been reluctant to accept employment 
opportunities based in rural communities, instead they were interested only in the 
metropolitan area of Des Moines, where very little turnover is experienced.   
FY 2011 Plan 
The Banking Division overall encourages applications from all areas of the 
population we serve.  We will continue to recruit actively at all college campuses 








Outline the steps taken by the agency to train employees on diversity-related issues; 
 
FY 2010 Progress 
Monthly training was done individually with completed worksheets submitted to 
the diversity coordinator.  One face-to-face session was held with all employees 
in attendance.  That session included a video presentation, lecture, small group 
discussion and a large group discussion with all staff participating.  
 
FY 2011 Plan 
We plan to continue with on-going exercises assigned and completed with at 
least one face-to-face session again next year.  If the travel budget allows, there 





Outline how the agency intends to increase diversity among its staff in the next year, 
based upon the number of anticipated hiring opportunities, SERIP replacements and 
current workforce composition;  
FY 2010 Progress 
The Banking Division had only one person who took advantage of the SERIP 
program.  This person retired from the Professional Licensing Bureau and will not 
be replaced at this time. 
FY 2011 Plan 
The Banking Division overall encourages applications from all areas of the 
population we serve.  We will continue to recruit at college campuses and utilize 
the Brass Ring system for the Professional Licensing Bureau. 
We anticipate at least one retirement during FY 2011 and will promote from within 













Describe any other efforts undertaken by the agency during the reporting period to 
encourage workplace diversity.  If you would like to provide any additional information 
as an attachment, please identify the topic of the document and a brief summary in 
Section 7.   
 
FY 2010 Progress 
People have been encouraged to participate in the on-line courses and again 
encouraged to share their thoughts and views openly within those exercises.  A 
few have voiced concerns of the fear of “big brother” judging them based on 
answers submitted.  We have given assurances that these efforts are to raise 
awareness and intended to be non-threatening.  For the most part, however, 
people have been willing to participate. 
FY 2011 Plan 
We plan to continue with the current structure, and possibly add more face-to-























Thomas B. Gronstal, Superintendent of Banking    August 5, 2010 



















FY 2011 Plan 
FY 2010 Progress 
Affirmative Action/Equal Employment 
DIVERSITY PLAN AND REPORT 
STATE OF IOWA 
 
 
Please provide an update of your department’s annual Diversity/Affirmative Action plan 
and report and submit to DAS by July 31
st.  Written plans should contain action items 
(goals) and time specifications.  
  
DAS will submit a report by September 30
th on the condition of affirmative action, 
diversity, and multicultural programs in state agencies.  The information you submit will 























The State prohibits discrimination on the basis of race, creed, color, religion, national 
origin, sex and sexual orientation, age, or mental and physical disability in its 
employment policies and practices and is an equal employment opportunity and 
affirmative action employer.   
Please insert any additional statements of policy or commitment to achieving and 
maintaining a diverse workforce in your agency: 
 
Administrative Plan  
 
1.  How your policy will be implemented: 
Ensure that all employees possess the necessary competency, skills and experience that 
enables the Insurance Division to protect consumers by effectively and efficiently providing a 
fair, flexible and positive regulatory environment.   
2.  Name, job title, and contact information for the responsible EEO AA official: 
Angela Burke Boston 
Assistant Commissioner 
Iowa Insurance Division 
330 Maple 




3.  Describe your agency’s system for auditing and reporting diversity issues: 
Commissioner identifies each individual in the Division who is authorized to participate in the 
hiring process as well as personnel matters for the Division.  Each Bureau Chief is aware of 
the State Policy on Diversity and is charged with acting in accordance with the State Policy 






4.    Indicate how your diversity plan and related communication materials are 
distributed to your employees and/or the public.  Please provide any relevant links to 
your web site or attach a copy of supporting documentation:   
Presented during Division quarterly staff meetings, postings on Division intranet for 










List your agency’s hiring and promotion practices, outlining any changes to those 
practices during the reporting period; 
 
FY 2010 Progress 
Conducted in accordance with DAS-HRE guidelines and procedures.   
FY 2011 Plans 











Outline all steps taken by the agency to increase diversity in the department; 
 
FY 2010 Progress 
Expanded the number of interviews conducted from the list of eligible candidates.   
FY 2011 Plan 
Maintain annual face-to-face sessions with employees that would alert management to any 
issues.  
Review recruitment procedures. 









Outline the steps taken by the agency to train employees on diversity-related issues; 
 
FY 2010 Progress 
Management and staff attended training as provided by DAS.   
FY 2011 Plan 









Outline how the agency intends to increase diversity among its staff in the next year, 
based upon the number of anticipated hiring opportunities, SERIP replacements and 
current workforce composition;  
 
FY 2010 Progress 
Of the vacancies filled during the fiscal year, a number of qualified and diverse individuals were 
interviewed.  Of the six hires during the fiscal year, one included a minority.   
FY 2011 Plan 
Ensure diverse pool of candidates 
Collaborate with Department of Vocational Rehabilitation 










Describe any other efforts undertaken by the agency during the reporting period to 
encourage workplace diversity.  If you would like to provide any additional information 
as an attachment, please identify the topic of the document and a brief summary in 
Section 7.   
 
FY 2010 Progress 
No additional efforts other than previously outlined.   
FY 2011 Plan 































Susan E. Voss, Commissioner of Insurance   
Agency Head, Name and Title (please print) 
 
          9 / 3 / 1 0  





















FY 2011 Plan 
FY 2010 Progress 
Affirmative Action/Equal Employment 
DIVERSITY PLAN AND REPORT 
STATE OF IOWA 
 
 
Please provide an update of your department’s annual Diversity/Affirmative Action plan 
and report and submit to DAS by July 31
st.  Written plans should contain action items 
(goals) and time specifications.  
  
DAS will submit a report by September 30
th on the condition of affirmative action, 
diversity, and multicultural programs in state agencies.  The information you submit will 






















The State prohibits discrimination on the basis of race, creed, color, religion, national 
origin, sex and sexual orientation, age, or mental and physical disability in its 
employment policies and practices and is an equal employment opportunity and 
affirmative action employer.   
Please insert any additional statements of policy or commitment to achieving and 
maintaining a diverse workforce in your agency:  The Dept of Corrections has a policy 
specifically addressing Affirmative Action that is distributed statewide to all DOC staff at 
the prisons and central office. 
 
Administrative Plan  
 
1.  How your policy will be implemented:  By statewide distribution of DOC policy to all 
prisons and central office, which specifically addresses affirmative action and equal 
opportunities for all. 
 
 
2.  Name, job title, and contact information for the responsible EEO AA official: 
Michael Savala, General Counsel, (515) 725-5715. 
 
3.  Describe your agency’s system for auditing and reporting diversity issues: 
Every hire within the DOC is reviewed and approved by the DOC HR Director 
and the DOC AA Officer to ensure fair and equitable hiring practices.  Institutions 
must fill out two forms that are sent to Central Office for review and approval by 
the Director of Human Resources and the EEO/AA Officer.  The first form 
requires that each applicant be listed, gender, minority, disabled, state 
experience, private-sector experience and their total score along with a written 
justification for the top candidate being offered employment.  The second form 
requires the institutions to list how many applicants of a protected class were on 
the certification list from the Department of Administrative Services, how many 





interviewing, and how many actually showed up to interview. The Form also 
requires a listing of the EEO job category to compare with the list promulgated by 
the Department of Administrative Services to determine what underutilization 
exists within each specific job classification. 
Prisons report job class hires and separations each month to track trends in 
underutilized employees. 
 
4.  Indicate how your diversity plan and related communication materials are 
distributed to your employees and/or the public.  Please provide any relevant 
links to your web site or attach a copy of supporting documentation:  The DOC 
has enhanced its website within the past year to include more information on 
hiring opportunities and open job classes.  For example, each prison lists job 
openings on the DOC website: www.doc.state.ia.us, in addition to posting with 
Dept of Administrative Services.  The DOC has a specific operational policy 
addressing Affirmative Action – see attached DOC policy AD-PR-32. 
The DOC also developed a recruitment brochure – see attached brochure, which 
is used for recruiting a diverse employee-base.  Each prison has an Affirmative 
Action committee which meets to discuss diversity efforts at each prison.  In 
addition, a member of each prison’s Affirmative Action Committee attends 
recruiting venues to attract a diverse employee base where our DOC recruitment 
brochure is handed out.  The recruitment brochure directs all applicants to the 
revised DOC webpage for more information about a career with the Iowa 
Department of Corrections. 
Each new DOC employee receives diversity training.  All current DOC employees 










List your agency’s hiring and promotion practices, outlining any changes to those 
practices during the reporting period; 
FY 2010 Progress 
Employee hiring is in accordance with Iowa Department of Corrections Policy 
and Procedure AD-PR-05 – Employee Selection, which is updated annually.   
All vacancies DOC are open to all applicants; none are limited to current DOC 
employees and/or current state employees.   
Each institution independently posts specific vacancies for Correctional Officer 
positions on the DAS-HRE web based applicant system, BrassRing.  This 
facilitates real time applications at a particular correctional facility with vacant 
positions to fill.  Previously, the Correctional Officer class was continually open 
for application which meant applicants were applying for positions that ‘could’ be 
available at one of nine correctional facilities at ‘some time’ in the future.   
FY 2011 Plans 
Review and if necessary, revise Iowa Department of Corrections Policy and 
Procedure AD-PR-05 – Employee Selection, according to the response and 
needs of the institutions. 














Outline all steps taken by the agency to increase diversity in the department; 































forgiveness  for  Nurses  in  Iowa  and  federal  loan  forgiveness  for  working  at  a  public 
agency are being included in our recruitment brochure and the DOC Webpage. 
•  We have compiled listings of all job fairs/college visits with a high proportion of minority 
enrollment  to  further  impact  targeted  recruiting.  This  list  will  be  shared  with  the 
Director, Executive Staff and Wardens, so the DOC has a consistent recruiting plan and 
everyone knows where we will be attending and which staff will be in attendance.  Prior 







show  that  we  employ  persons  of  color  and  to  give  prospective  job  applicants  an 
opportunity to personally visit with an employee of color. 
















































also  explained  how  AA  goals  are  established  and  the  impact  the  goals  are 
intended to having on DOC hiring. 

























Outline the steps taken by the agency to train employees on diversity-related issues; 
Diversity/Cultural Competency and Work Place Discrimination are mandatory 
yearly topics for Iowa Department of Corrections (IDOC) employees.   
FY 2010 Progress 
In FY2010 all staff were mandated to receive at least 4 hours of training on 
diversity related topics.  This training was provided by the mandated DAS class 
“Unleashing the Power of Diversity”, outside seminars/conference and/or three 
eLearning modules developed by the IDOC that covered Cultural Competency, 
Diversity in the Workplace and Sexual Harassment.  IDOC employees received 
19,554 training hours on diversity and diversity related training in FY2010.  
FY 2011 Plan 
In FY2011, all IDOC staff are mandated to receive at least 2 hours of training on 
diversity related topics.  This training will be provided primarily through an 










Outline how the agency intends to increase diversity among its staff in the next year, 
based upon the number of anticipated hiring opportunities, SERIP replacements and 
current workforce composition;  
 
FY 2010 Progress – to continue with efforts outlined in Section 3. 
 










Describe any other efforts undertaken by the agency during the reporting period to 
encourage workplace diversity.  If you would like to provide any additional information 
as an attachment, please identify the topic of the document and a brief summary in 
Section 7.  The prisons AA and Diversity Committees undertake efforts to showcase 
and highlight cultural diversity holidays and celebrations. 
 
FY 2010 Progress –  In addition to more formal training, the IDOC Training Department 
also offered “Lunch and Learn” sessions that covered different ethnic groups.  The 
activity included a video and an informal discussion.  We had “Lunch and Learn” 
sessions on :            
Sept. 17, Mexican Americans 
           Oct. 15, Central Americans 
           Dec. 17, Jewish Americans 
           Feb. 18, African Americans 
           April 15, Korean Americans 
           June 17, The Amish 
Continue with outreach efforts to employees thru training and cultural diversity 
awareness. 
 












Topic – DOC Discrimination/Sexual Harassment policy. 
Summary – applicable to all DOC staff. 
 
Attachment B 
Topic – DOC Affirmative Action policy. 
Summary – applicable to all DOC staff. 
 
Attachment C 
Topic – DOC Recruitment Brochure. 
Summary – Recruitment Brochure. 
 
Attachment D 
Topic – DOC Recruitment Photo. 
Summary – Recruitment photo. 
 
Attachment E 
Topic – Iowa Department of Human Rights Homepage. 











John Baldwin, Director 
Agency Head, Name and Title (please print) 
 
 











CHESTER J. CULVER, GOVERNOR D EPARTMENT OF CORRECTIONS 
PATTY JUDGE, LT. GOVERNOR J OHN R. BALDWIN, DIRECTOR 
The mission of the Iowa Department of Corrections is: 





IOWA DEPARTMENT OF CORRECTIONS 
CORRECTIONAL OFFICER POSITIONS 
 
The Iowa Department of Corrections is one of the largest employers in state 
government. Over 3,200 employees are currently building rewarding careers in the 
department. If you’re looking for career fulfillment, excellent benefits and a supportive 
work environment, you’ve come to the right place – the Iowa Department of Corrections.  
The Department operates 9 Prisons, 10 Prison Farms, and 23 Community-Based 
Correctional Facilities. 
 
The Iowa Department of Corrections is an Equal Opportunity/Affirmative Action 
Employer and is currently accepting applications for Correctional Officer positions at all 
nine correctional institutions.   
 
Please visit the Iowa Department of Corrections website (http://www.doc.state.ia.us) 
and select the “Career Opportunities” tab for information on applications forms, 
institution descriptions, institution location maps, and employee benefits. A borrower of 
a Federal Perkins Loan is eligible to have up to 100 percent of the loan cancelled for 
serving full-time as a Correctional Officer. 
 
 












Persons interested in employment opportunities within the Mount Pleasant Correctional 
Facility should visit the Iowa Department of Corrections website at http://
www.doc.state.ia.us. For questions regarding employment at the Mount Pleasant 
Correctional Facility you may contact our Personnel Director at (319) 385-9511. The 












Persons interested in employment opportunities within the Newton Correctional Facility 
should visit the Iowa Department of Corrections website at http://www.doc.state.ia.us. For 
questions regarding employment at the Newton Correctional Facility you may contact our 
Personnel Director at (641) 792-7552. The facility is located at 307 S 60th Ave West, 










Persons interested in employment opportunities within the North Central Correctional 
Facility should visit the Iowa Department of Corrections website at http://
www.doc.state.ia.us. For questions regarding employment at the North Central 
Correctional Facility you may contact our Personnel Director at (712) 297-7521. The 
















An Iowa With No 
More Victims 
John Baldwin, Director 
About The Department  
The Department of Corrections is a public safety agency within the 
executive branch of state government charged with the supervision, 
custody, and correctional programming of convicted adult offenders 
who are sentenced by the state courts for a period of incarceration in 
state prisons. 
 
Iowa’s adult correctional system carries out its charge of protecting 
the public through a continuum of evidence-based services and in-
terventions.  This continuum of offender services is designed with 
recognition of the ultimate release of most offenders.  The effective 
and efficient management of offenders in accordance with their risk 
and criminogenic need (those needs that contribute to criminality) is 
accomplished through targeted programming, release preparation, 
and transition services back into the community. 
 
The Department operates 9 Prisons, 10 Prison Farms, and 23 Com-
munity-Based Correctional Facilities. We employ 3,000 staff at the 
prisons, which are responsible for the supervision, custody and treat-








Persons interested in employment opportunities within the Iowa Correctional Institution for 
Women should visit the Iowa Department of Corrections website at http://
www.doc.state.ia.us. For questions regarding employment at the Iowa Correctional 
Institution for Women you may contact our Personnel Director at (515) 967-4236. The 




Iowa Medical  




Persons interested in employment opportunities within the Iowa Medical & Classification 
Center should visit the Iowa Department of Corrections website at http://
www.doc.state.ia.us. For questions regarding employment at the Iowa Medical & 
Classification Center you may contact our Personnel Director at (319) 626-2391. The 













Persons interested in employment opportunities within the Iowa State Penitentiary should 
visit the Iowa Department of Corrections website at http://www.doc.state.ia.us. For 
questions regarding employment at the Iowa State Penitentiary you may contact our 
Personnel Director at (319) 372-5432. The facility is located at 31 G Avenue, Fort 
















Persons interested in employment opportunities within the Anamosa State Penitentiary 
should visit the Iowa Department of Corrections website at http://www.doc.state.ia.us. For 
questions regarding employment at the Anamosa State Penitentiary you may contact our 
Personnel Director at (319) 462-3504. The facility is located at 406 North High St, 








Persons interested in employment opportunities within the Clarinda Correctional Facility 
should visit the Iowa Department of Corrections website at http://www.doc.state.ia.us. For 
questions regarding employment at the Clarinda Correctional Facility you may contact our 












Persons interested in employment opportunities within the Fort Dodge Correctional Facility 
should visit the Iowa Department of Corrections website at http://www.doc.state.ia.us. For 
questions regarding employment at the Fort Dodge Correctional Facility you may contact 
our Personnel Director at (515) 574-4700. The facility is located at 1550 L Street, Fort 





How to Apply 
 
The Department of Corrections lists all job openings and internship 
opportunities on the Department of Corrections Website, which can 
be accessed at http://www.doc.state.ia.us 
 
If you are interested in job vacancies at a particular prison, please 
use the contact information included in this brochure. 
 
 
Continuously Open Jobs 
 
The job vacancies for Correctional Officer and Registered Nurse 





The State of Iowa Nursing Education Loan Forgiveness Program 
helps address Iowa’s nursing shortage by repaying the student 
loans of nursing professionals agreeing to work in Iowa upon 
graduation. 
 
A borrower of a Federal Perkins Loan is eligible to have up to 100 
percent of the loan cancelled for serving full-time as a correctional 
officer. 
 
The recently enacted College Cost Reduction and Access Act 
(CCRAA) creates a new loan forgiveness option for borrowers who 
hold public service jobs. 
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Plan  Annual Pay Range  Annual Pay Range 
ACCOUNTANT 2                           00311  26  014  $39,457.60 - $59,945.60  $39,852.80 - $60,548.80 
ACCOUNTANT/AUDITOR 1                   00309  22  014  $33,467.20 - $49,441.60  $33,800.00 - $49,940.80 
ACCOUNTING CLERK 2                     00306  17  014  $26,873.60 - $39,145.60  $27,144.00 - $39,540.80 
ACCOUNTING TECHNICIAN 1                00290  17  014  $26,873.60 - $39,145.60  $27,144.00 - $39,540.80 
ACCOUNTING TECHNICIAN 2                00292  20  014  $30,680.00 - $44,948.80  $30,992.00 - $45,406.40 
ACCOUNTING TECHNICIAN 3                00294  23  014  $34,964.80 - $51,812.80  $35,318.40 - $52,332.80 
ACTIVITIES SPECIALIST 1                82110  25  014  $38,084.80 - $56,971.20  $38,459.20 - $57,532.80 
ACTIVITIES SPECIALIST 2                82111  28  014  $43,222.40 - $65,811.20  $43,659.20 - $66,476.80 
ADMIN ASSISTANT 1                      00708  21  014  $32,052.80 - $47,132.80  $32,364.80 - $47,611.20 
ADMIN ASSISTANT 1                      90708  21  000  $31,428.80 - $46,217.60  $31,428.80 - $46,217.60 
ADMIN ASSISTANT 2                      00709  24  014  $36,899.20 - $54,246.40  $37,273.60 - $54,787.20 
ADMIN LAW JUDGE 2                      00791  38  014  $73,299.20 - $104,332.80  $74,027.20 - $105,372.80 
ADMIN OF NURSING                       82041  37  000  $68,598.40 - $97,635.20  $68,598.40 - $97,635.20 
BUDGET ANALYST 2                       00722  26  014  $39,457.60 - $59,945.60  $39,852.80 - $60,548.80 
BUDGET ANALYST 3                       00723  30  014  $46,592.00 - $72,259.20  $47,049.60 - $72,987.20 
CHAPLAIN                               03310  28  010  $42,577.60 - $64,542.40  $42,993.60 - $65,187.20 
CLERK                                  00011  12  014  $21,673.60 - $30,888.00  $21,881.60 - $31,200.00 
CLERK-SPECIALIST                       00018  18  014  $27,955.20 - $40,996.80  $28,225.60 - $41,412.80 
CLINICAL DIETITIAN                     07344  26  014  $39,457.60 - $59,945.60  $39,852.80 - $60,548.80 
CORRECTIONAL BLDG SVCS COORD          87313 23 014  $34,964.80 - $51,812.80  $35,318.40 - $52,332.80 
CORRECTIONAL COUNSELOR                86419  28  010  $42,577.60 - $64,542.40  $42,993.60 - $65,187.20 
CORRECTIONAL FARM MANAGER              85032 25 014  $38,084.80 - $56,971.20  $38,459.20 - $57,532.80 
CORRECTIONAL FOOD SERVICE  87237  24  014  $36,899.20 - $54,246.40  $37,273.60 - $54,787.20 
CORRECTIONAL OFFICER                   86406  23  014  $34,964.80 - $51,812.80  $35,318.40 - $52,332.80 
CORRECTIONAL SECURITY DIRECTOR        86416 34 000  $55,577.60 - $85,529.60  $55,577.60 - $85,529.60 
CORRECTIONAL SECURITY MANAGER          86415 30 000  $45,676.80 - $70,844.80  $45,676.80 - $70,844.80 
CORRECTIONAL SUPERVISOR 1              86410 27 000  $40,456.00 - $61,297.60  $40,456.00 - $61,297.60 
CORRECTIONAL SUPERVISOR 2              86411 29 000  $44,366.40 - $67,516.80  $44,366.40 - $67,516.80 
CORRECTIONAL TRADES LEADER             88018 23 014  $39,457.60 - $51,812.80  $39,852.80 - $52,332.80 
CORRECTIONAL TREATMENT  86421  34  000  $55,577.60 - $85,529.60  $55,577.60 - $85,529.60 
CORRECTIONAL TREATMENT  86420  30  000  $45,676.80 - $70,844.80  $45,676.80 - $70,844.80 
CUSTODIAL WORKER                       07005  13  014  $22,776.00 - $32,240.00  $23,004.80 - $32,572.80 
DENTAL ASSISTANT                       82220  17  014  $26,873.60 - $39,145.60  $27,144.00 - $39,540.80 
DENTAL HYGIENIST                       82222  25  014  $38,084.80 - $56,971.20  $38,459.20 - $57,532.80 
DENTIST                                82505  40  000  $78,998.40 - $112,444.80  $78,998.40 - $112,444.80 
DEPUTY CORRECTIONS PROG  06444  43  000  $90,916.80 - $129,292.80  $90,916.80 - $129,292.80 
DEPUTY SUPERINTENDENT                  06425  36  000  $61,214.40 - $93,828.80  $61,214.40 - $93,828.80 
DIR DEPT OF CORRECTIONS                09506  07  024  $100,840.00 - $154,300.00  $100,840.00 - $154,300.00 
DIR OF ACTIVITIES                      02115  31  000  $48,006.40 - $74,339.20  $48,006.40 - $74,339.20 
DRIVER                                 08205  16  014  $25,771.20 - $37,211.20  $26,020.80 - $37,585.60 
DRUG ABUSE COUNSELOR 2                 83252  23  014  $34,964.80 - $51,812.80  $35,318.40 - $52,332.80 
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DEFERRED COMPENSATION 
Deferred compensation is a long-term savings program emphasizing preparation for financial 
security during retirement years. You may elect to defer a portion of your income each month into 
a variety of savings program. This money is not subject to state or federal taxes until withdrawn. 
 
AUTOMATIC DIRECT DEPOSIT OF PAYROLL CHECKS 
The State offers automatic direct deposit of your payroll check into an account at the financial 
institution of your choice. 
 
CREDIT UNION 
You are eligible to become a member of Community Choice Credit Union and may elect to join 
through payroll deduction. Applications for low-interest loans may be made to the Credit Union if 
you have been a state employee for at least six months. 
 
EDUCATION AND TRAINING PROGRAMS 
The Department provides a five-week training program for all new employees who work with of-
fenders. In-service training is provided to all employees and there are opportunities to take advan-
tage of training programs away from your institution. 
 
MEALS 
Institution employees are provided a free mid-shift meal at each institution. 
 
UNIFORMS 
Uniforms are provided for those employees required to wear them. Uniforms include appropriate 
outdoor wear when required to perform your duties. 
 
SAFETY EQUIPMENT 
Safety equipment appropriate to your job duties will be issued where required. 
 
PERSONAL PROPERTY LOSS REIMBURSEMENT 
If your personal property is damaged in the performance of your duties, you may be reimbursed 
for that loss up to a set amount. 
 
EMPLOYEE LIABILITY PROTECTION 
You have liability protection while performing your duties unless you are purposefully negligent or 
intentionally act in a wrongful manner. This protection includes legal representation and payment 
of any financial damages that may be awarded. 
 
EMPLOYEE ASSISTANCE PROGRAM 
A counseling/evaluation program is available for any employee or family member with problems 
that may be interfering with successful job performance. Initial assessments are available at no 
cost and ongoing services are available at sliding scale fees. 
 
IOWA PRISON INDUSTRIES 
State employees may purchase the following products and services through Iowa Prison Indus-
tries at a moderate cost: soap products, printed products, metal signs, furniture, clothing, custom 
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VACATION 
Length of employment with the State determines the amount of vacation leave earned, as follows: 
0-4 years = 10 days per year     20-24 years = 22 days per year 
5-11 years = 15 days per year    25+ years = 25 days per year 
12-19 years = 20 days per year     
 
Some contract-covered employees earn vacation in a somewhat different manner. 
 
SICK LEAVE 
Paid sick leave is accumulated based on the sick leave balance and bargaining status.  No maxi-
mum. Employees may exchange unused sick leave hours at the hourly rate up to a maximum of 
$2,000 and for payment of health insurance premiums upon retirement . Permanent employees 
who have earned 240 hours of sick leave may elect to exchange a specific amount of sick leave 
for 4 hours of vacation each month in which they do not use any sick leave. This allows an em-
ployee to earn an additional 6 days vacation per year. Sick leave may also be used to care for 




Currently there are nine paid state holidays each year. Due to staffing needs, many employees are 
required to work on holidays but will receive holiday pay or time off for working a holiday. 
 
INSURANCES 
Health insurance is available to each full time employee. Coverage for family members is partially 
paid by the employee. Various plans and premiums are available. Married couples both employed 
by the State of Iowa are eligible for reduced premium rates on family coverage. 
 
Single and family dental coverage is available. The State pays the cost of a single plan, but you 
may purchase family coverage. 
 
The State of Iowa provides $20,000 free life insurance for each employee. You have the option to 
purchase additional term life insurance. 
 
The State provides disability insurance at no cost to the employee after one month of employment 
with benefits based on disability and length of service. 
 
You may choose to pay your portion of health, dental, and life insurance premiums or the care 
expenses for a dependent child or adult with salary dollars that are not subject to federal or state 
income taxes or social security taxes. 
 
IOWA PUBLIC EMPLOYEE’S RETIREMENT SYSTEM 
Starting with your first paycheck, it is mandatory that a percentage of your gross pay be deducted 
from each check. The State also contributes a percentage for your retirement program. If you 
leave state employment, the portion that has been withheld from your paycheck plus any accumu-
lated interest is refundable to you. The money may be left in IPERS if you leave employment be-
fore the age of 55 after four years of service or retire at age 65 with less than 5 years of service. 
Upon retirement, you are eligible to receive a monthly benefit based on the accumulated contribu-
tions paid by you and your employer or take a lump sum payment. Employees in protected occu-




Medical and hospital expenses are paid for injuries or illnesses incurred while on duty.  
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Plan  Annual Pay Range  Annual Pay Range 
ELECTRICIAN                            08326  25  014  $43,222.40 - $56,971.20  $43,659.20 - $57,532.80 
ELECTRICIAN                            88326  25  014  $43,222.40 - $56,971.20  $43,659.20 - $57,532.80 
ELECTRONIC ENGINEER TECHNICIAN         04742 28 014  $43,222.40 - $65,811.20  $43,659.20 - $66,476.80 
ELECTRONIC ENGINEER TECHNICIAN         84742 28 014  $43,222.40 - $65,811.20  $43,659.20 - $66,476.80 
ELECTRONICS TECHNICIAN                 08672 21 014  $32,052.80 - $47,132.80  $32,364.80 - $47,611.20 
ELECTRONICS TECHNICIAN                 88672 21 014  $32,052.80 - $47,132.80  $32,364.80 - $47,611.20 
EXEC OFF 1                             00710  29  014  $45,260.80 - $68,868.80  $45,718.40 - $69,555.20 
EXEC OFF 1                             80710  29  014  $45,260.80 - $68,868.80  $45,718.40 - $69,555.20 
EXEC OFF 1                             90710  29  000  $44,366.40 - $67,516.80  $44,366.40 - $67,516.80 
EXEC OFF 2                             00711  32  014  $51,376.00 - $79,456.00  $51,896.00 - 80,246.40 
EXEC OFF 3                             00712  35  014  $59,488.00 - $91,499.20  $60,091.20 - $92,414.40 
EXEC OFF 3                             90712  35  000  $58,323.20 - $89,710.40  $58,323.20 - $89,710.40 
EXEC OFF 4                             90713  38  000  $71,864.00 - $102,294.40  $71,864.00 - $102,294.40 
EXEC OFF 5                             90714  41  000  $82,763.20 - $117,728.00  $82,763.20 - $117,728.00 
EXEC SECRETARY                         15005  27  000  $40,456.00 - $61,297.60  $40,456.00 - $61,297.60 
FACILITIES ENGINEER 2                  04257  34  000  $55,577.60 - $85,529.60  $55,577.60 - $85,529.60 
FARM LEADER                            85015  20  014  $30,680.00 - $44,948.80  $30,992.00 - $45,406.40 
FOOD SERVICES ASSISTANT  87250 26 000  $38,688.00 - $58,760.00  $38,688.00 - $58,760.00 
FOOD SERVICES DIRECTOR 2               87253 27 000  $40,456.00 - $61,297.60  $40,456.00 - $61,297.60 
FOOD SERVICES DIRECTOR 3               87254 32 000  $50,377.60 - $77,896.00  $50,377.60 - $77,896.00 
HEALTH SERVICES ADMINISTRATOR         15276 57 000  $178,734.40 - $254,363.20  $178,734.40 - $254,363.20 
HUMAN RESOURCES ASSOCIATE              00772 24 000  $36,171.20 - $53,185.60  $36,171.20 - $53,185.60 
HUMAN RESOURCES TECHNICAL  00770 20 000  $26,353.60 - $44,075.20  $27,144.00 - $44,075.20 
INFO TECH SPECIALIST 2                00119  26  014  $39,457.60 - $59,945.60  $39,852.80 - $60,548.80 
INFO TECH SPECIALIST 3                00120  29  014  $45,260.80 - $68,868.80  $45,718.40 - $69,555.20 
INFO TECH SPECIALIST 4                00121  32  014  $51,376.00 - $79,456.00  $51,896.00 - 80,246.40 
INFO TECH SPECIALIST 5                00122  35  014  $59,488.00 - $91,499.20  $60,091.20 - $92,414.40 
INFO TECH SPECIALIST 5                90122  35  000  $58,323.20 - $89,710.40  $58,323.20 - $89,710.40 
INFO TECH SUPPORT WORKER  00115 17 014  $26,873.60 - $39,145.60  $27,144.00 - $39,540.80 
INFO TECH SUPPORT WORKER  00117 21 014  $32,052.80 - $47,132.80  $32,364.80 - $47,611.20 
INSTITUTIONAL SUPERINTENDENT           15272 42 000  $61,214.40 - $123,406.40  $63,065.60 - $123,406.40 
INVESTIGATOR 2                         00696  26  014  $39,457.60 - $59,945.60  $39,852.80 - $60,548.80 
INVESTIGATOR 3                         00697  28  014  $43,222.40 - $65,811.20  $43,659.20 - $66,476.80 
LICENSED PRACTICAL NURSE               82002 26 014  $39,457.60 - $59,945.60  $39,852.80 - $60,548.80 
MAIL CLERK 2                           00261  15  014  $24,731.20 - $35,630.40  $24,980.80 - $35,984.00 
MAINTENANCE WORKER 2                   08006 16 014  $25,771.20 - $37,211.20  $26,020.80 - $37,585.60 
MANAGEMENT ANALYST 4                   00737 33 014  $53,976.00 - $83,179.20  $54,516.80 - $84,011.20 
MECHANIC                               08375  22  014  $38,084.80 - $49,441.60  $38,459.20 - $49,940.80 
MEDICAL TECHNOLOGIST                   02215 25 009  $37,544.00 - $55,827.20  $37,918.40 - $56,388.80 
NURSE PRACTITIONER                    02027  36  014  $62,441.60 - $95,700.80  $63,065.60 - $96,657.60 
NURSE SUPERVISOR 1                    82023  31  000  $48,006.40 - $74,339.20  $48,006.40 - $74,339.20 
NURSE SUPERVISOR 2                    82022  33  000  $52,915.20 - $81,556.80  $52,915.20 - $81,556.80 
NURSING SERVICES DIRECTOR              82035 35 000  $58,323.20 - $89,710.40  $58,323.20 - $89,710.40 
NURSING UNIT COORDINATOR               82000 20 014  $30,680.00 - $44,948.80  $30,992.00 - $45,406.40 
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Plan  Annual Pay Range  Annual Pay Range 
PHARMACIST                             02226  35  014  $59,488.00 - $91,499.20  $60,091.20 - $92,414.40 
PHARMACY ASSISTANT                     02225  16  014  $25,771.20 - $37,211.20  $26,020.80 - $37,585.60 
PHARMACY DIRECTOR                     06440  40  000  $78,998.40 - $112,444.80  $78,998.40 - $112,444.80 
PHYSICIAN                              15186  55  000  $88,462.40 - $231,608.00  $89,356.80 - $231,608.00 
PHYSICIAN ASSISTANT                    02550  36  014  $62,441.60 - $95,700.80  $63,065.60 - $96,657.60 
PHYSICIAN SUPERVISOR                   15187 55 000  $88,462.40 - $231,608.00  $89,356.80 - $231,608.00 
PLANT OPERATIONS MANAGER  88425 26 000  $38,688.00 - $58,760.00  $38,688.00 - $58,760.00 
PLANT OPERATIONS MANAGER  88427 31 000  $48,006.40 - $74,339.20  $48,006.40 - $74,339.20 
POLYGRAPHER                            86400  30  014  $46,592.00 - $72,259.20  $47,049.60 - $72,987.20 
POWER PLANT ENGINEER 3                 08416 21 014  $36,899.20 - $47,132.80  $37,273.60 - $47,611.20 
POWER PLANT ENGINEER 3                 88416 21 014  $36,899.20 - $47,132.80  $37,273.60 - $47,611.20 
POWER PLANT ENGINEER 4                 08420 23 014  $39,457.60 - $51,812.80  $39,852.80 - $52,332.80 
POWER PLANT ENGINEER 4                 88420 23 014  $39,457.60 - $51,812.80  $39,852.80 - $52,332.80 
POWER PLANT ENGR SUPERVISOR           88421 25 000  $37,336.00 - $55,848.00  $37,336.00 - $55,848.00 
PROGRAM PLANNER 2                     04022  26  014  $39,457.60 - $59,945.60  $39,852.80 - $60,548.80 
PSYCHOLOGIST 2                         83246  30  014  $46,592.00 - $72,259.20  $47,049.60 - $72,987.20 
PSYCHOLOGIST 3                         83248  32  014  $51,376.00 - $79,456.00  $51,896.00 - 80,246.40 
PSYCHOLOGY ASSISTANT                   03242 23 014  $34,964.80 - $51,812.80  $35,318.40 - $52,332.80 
PUBLIC SERVICE EXECUTIVE 1             00781 29 000  $44,366.40 - $67,516.80  $44,366.40 - $67,516.80 
PUBLIC SERVICE EXECUTIVE 2             00782 32 000  $50,377.60 - $77,896.00  $50,377.60 - $77,896.00 
PUBLIC SERVICE EXECUTIVE 3             00784 35 000  $58,323.20 - $89,710.40  $58,323.20 - $89,710.40 
PUBLIC SERVICE EXECUTIVE 4             00786 38 000  $71,864.00 - $102,294.40  $71,864.00 - $102,294.40 
PUBLIC SERVICE EXECUTIVE 5             00787 41 000  $82,763.20 - $117,728.00  $82,763.20 - $117,728.00 
PUBLIC SERVICE SUPERVISOR  00780 27 000  $40,456.00 - $61,297.60  $40,456.00 - $61,297.60 
PURCHASING AGENT 1                    00210  22  014  $33,467.20 - $49,441.60  $33,800.00 - $49,940.80 
PURCHASING AGENT 2                    00211  26  014  $39,457.60 - $59,945.60  $39,852.80 - $60,548.80 
PURCHASING AGENT 3                    00212  29  014  $45,260.80 - $68,868.80  $45,718.40 - $69,555.20 
PURCHASING ASSISTANT                   00205 18 014  $27,955.20 - $40,996.80  $28,225.60 - $41,412.80 
RADIOLOGICAL TECHNOLOGIST  02209 20 014  $30,680.00 - $44,948.80  $30,992.00 - $45,406.40 
RECEPTIONIST                           00006  14  014  $23,753.60 - $33,800.00  $23,982.40 - $34,132.80 
REGISTERED NURSE                       82020  30  014  $46,592.00 - $72,259.20  $47,049.60 - $72,987.20 
RESPIRATORY THERAPY TECHNICIAN         02200 23 014  $34,964.80 - $51,812.80  $35,318.40 - $52,332.80 
SAFETY OFFICER                         80761  26  014  $39,457.60 - $59,945.60  $39,852.80 - $60,548.80 
SECRETARY 1                            00025  17  014  $26,873.60 - $39,145.60  $27,144.00 - $39,540.80 
SECRETARY 1                            90025  17  000  $26,353.60 - $38,376.00  $26,353.60 - $38,376.00 
SECRETARY 2                            00026  20  014  $30,680.00 - $44,948.80  $30,992.00 - $45,406.40 
SECRETARY 2                            90026  20  000  $30,076.80 - $44,075.20  $30,076.80 - $44,075.20 
SENIOR CORRECTIONAL OFFICER            86409 25 014  $38,084.80 - $56,971.20  $38,459.20 - $57,532.80 
SENIOR STATE INDUSTRIES  86467 26 014  $39,457.60 - $59,945.60  $39,852.80 - $60,548.80 
SOCIAL WORKER 3                        03016  27  010  $40,643.20 - $61,318.40  $41,059.20 - $61,921.60 
STATE INDUSTRIES PROD COORD            86469 28 014  $43,222.40 - $65,811.20  $43,659.20 - $66,476.80 
STATE INDUSTRIES SALES  00920 32 000  $50,377.60 - $77,896.00  $50,377.60 - $77,896.00 
STATE INDUSTRIES SALES REP             06460 23 014  $34,964.80 - $51,812.80  $35,318.40 - $52,332.80 
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Plan  Annual Pay Range  Annual Pay Range 
STATE INDUSTRIES SUPERVISOR            86468 30 000  $45,676.80 - $70,844.80  $45,676.80 - $70,844.80 
STATE INDUSTRIES TECHNICIAN            86465 25 014  $38,084.80 - $56,971.20  $38,459.20 - $57,532.80 
STATISTICAL RESEARCH ANALYST  00744 25 014  $38,084.80 - $56,971.20  $38,459.20 - $57,532.80 
STATISTICAL RESEARCH ANALYST  00746 29 014  $45,260.80 - $68,868.80  $45,718.40 - $69,555.20 
STOREKEEPER 2                          00236  16  014  $25,771.20 - $37,211.20  $26,020.80 - $37,585.60 
STOREKEEPER 2                          80236  16  014  $25,771.20 - $37,211.20  $26,020.80 - $37,585.60 
STOREKEEPER 3                          00237  19  014  $29,328.00 - $42,848.00  $29,619.20 - $43,284.80 
STOREKEEPER 3                          80237  19  014  $29,328.00 - $42,848.00  $29,619.20 - $43,284.80 
TRAINING SPECIALIST 1                  00763  27  000  $33,467.20 - $61,297.60  $33,800.00 - $61,297.60 
TRAINING SPECIALIST 1                  80763  27  000  $33,467.20 - $61,297.60  $33,800.00 - $61,297.60 
TRAINING SPECIALIST 2                  00768  30  000  $45,676.80 - $70,844.80  $45,676.80 - $70,844.80 
TRANSPORT DRIVER                       08210  18  014  $32,052.80 - $40,996.80  $32,364.80 - $41,412.80 
TREATMENT SERVICES DIRECTOR            83235 31 000  $48,006.40 - $74,339.20  $48,006.40 - $74,339.20 
TYPIST-ADVANCED                        00013  15  014  $24,731.20 - $35,630.40  $24,980.80 - $35,984.00 












FY 2011 Plan 
FY 2010 Progress 
Affirmative Action/Equal Employment 
DIVERSITY PLAN AND REPORT 
STATE OF IOWA 
Please provide an update of your department’s annual Diversity/Affirmative Action plan 
and report and submit to DAS by July 31
st.  Written plans should contain action items 
(goals) and time specifications.  
  
DAS will submit a report by September 30
th on the condition of affirmative action, 
diversity, and multicultural programs in state agencies.  The information you submit will 






















The State prohibits discrimination on the basis of race, creed, color, religion, national 
origin, sex and sexual orientation, age, or mental and physical disability in its 
employment policies and practices and is an equal employment opportunity and 
affirmative action employer.   
Please insert any additional statements of policy or commitment to achieving and 
maintaining a diverse workforce in your agency:  It is the policy of the Department of 
Cultural Affairs to promote and ensure employment opportunity for all persons of 
race, color, gender, national origin, religion, age, disability, or sexual orientation. 
Administrative Plan  
 
1.  How your policy will be implemented:  Gather lists of targeted groups for 
recruitment in history, arts, & cultural fields.  When positions are open, ensure 
DAS has information about them if they recruit at job fairs. 
 
 
2.  Name, job title, and contact information for the responsible EEO AA official:  Jerome 
Thompson, SHSI Administrator. 
 
3.  Describe your agency’s system for auditing and reporting diversity issues:    
Supervisors report issues to Division Administrators/Management team 
members who investigate and work with DAS/HRE as necessary. 
 
4.    Indicate how your diversity plan and related communication materials are 
distributed to your employees and/or the public.  Please provide any relevant links to 
your web site or attach a copy of supporting documentation:   
Upon hire, policies regarding equal treatment regardless of race, color, gender, 
national origin, religion, age, disability, or sexual orientation are given to new 
employees.  Our website indicates the department as a place where cultural 
diversity is recognized, understood and appreciated.  The basic core values of 
the department include respect, personal integrity and professional standards in 










List your agency’s hiring and promotion practices, outlining any changes to those 
practices during the reporting period; 
 
FY 2010 Progress:  DCA has articulated a tiered plan for professional development 
for staff at all levels by the end of FY 2010.  
 
FY 2011 Plans:  Professional job classifications in the historical division are 












Outline all steps taken by the agency to increase diversity in the department; 
 
FY 2010 Progress:  Inability to make hires sidelines the ability to increase diversity 
in the department. 
 
FY 2011 Plan:  As we begin to replace SERIP retirees, every effort will be made to 










Outline the steps taken by the agency to train employees on diversity-related issues; 
 
FY 2010 Progress:  All employees had taken the mandatory Diversity Training in 
FY 2009.  Because of severe budget limitations, this training was not repeated for 
employees. 
 










Outline how the agency intends to increase diversity among its staff in the next year, 
based upon the number of anticipated hiring opportunities, SERIP replacements and 
current workforce composition;  
 
FY 2010 Progress:  There was still a freeze on hiring for the majority of FY 2010.  
Only one part time person in the Arts Council (non-merit position) was hired in 
June. 
 
FY 2011 Plan:  Limited hiring will be taking place to fill critical position lost to 
early retirements.  Budget constraints are still a major factor.  Every effort will be 











Describe any other efforts undertaken by the agency during the reporting period to 
encourage workplace diversity.  If you would like to provide any additional information 
as an attachment, please identify the topic of the document and a brief summary in 
Section 7.   
 
FY 2010 Progress:  Since hiring was not allowed during this fiscal year, the 
opportunity to increase diversity was not possible. 
 
FY 2011 Plan:  We will make every effort to consider underutilized classes and 
disabled candidates if we are aware of their status on the certification lists for any 
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Click here to return to the Guidelines Submitting the Agency Workforce Plan 
 
 
Affirmative Action – Preferential Underutilization - Females 
Key Points - 
 
Measures  FY2010 Data*  FY 2011 Goal**  Targeted Job Class or Classes*** 
32. EEO-4 Category 1  
      Officials and Administrators 
NA NA   
33. EEO-4 Category 2 
      Professional 
10  NG  If DOM and budget allows hiring, will make every attempt to 
consider candidates in underutilized class areas if able to 
fill positions. 
34. EEO-4 Category 3 
      Technical 
NA NA   
35. EEO-4 Category 4 
      Protective Service 
NA NA   
36. EEO-4 Category 5 (not used)  NA  NA  NA 
37. EEO-4 Category 6 
      Administrative Support 
NA NA   
38. EEO-4 Category 7 
      Skilled Craft 
NA NA   
39. EEO-4 Category 8 
      Service Maintenance 
NA NA   
 
* Determine your remaining underutilization for each EEO-4 category by subtracting the Underutilized Work Force End of Quarter from the Total 
Needed for Balanced Workforce numbers, as applicable.  
** Your FY 2011 Goal should be some portion of your remaining underutilization for each EEO-4 Category.   
*** Identify those job classes from the end of third quarter FY 2010 Job Class Underutilization List that are most likely to present hiring opportunities 
in FY 2011.  Select only from those identified at the preferential underutilization level for females, identified on the report as “PN”.
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Affirmative Action – Preferential Underutilization – Minorities 
Key Points -  
 
Measures  FY2010 Data*  FY 2011 Goal**  Targeted Job Class or Classes*** 
40. EEO-4 Category 1  
      Officials and Administrators 
NA NA   
41. EEO-4 Category 2 
      Professional 
3  NG  If DOM and budget allows hiring, will make every attempt to 
consider candidates in underutilized class areas if able to 
fill positions. 
42. EEO-4 Category 3 
      Technical 
NA NA   
43. EEO-4 Category 4 
      Protective Service 
NA NA   
44. EEO-4 Category 5 (not used)  NA  NA  NA 
45. EEO-4 Category 6 
      Administrative Support 
NA NA   
46. EEO-4 Category 7 
      Skilled Craft 
NA NA   
47. EEO-4 Category 8 
      Service Maintenance 
NA NA   
 
* Determine your remaining underutilization for each EEO-4 category by subtracting the Underutilized Work Force End of Quarter from the Total 
Needed for Balanced Workforce numbers, as applicable.  
** Your FY 2011 Goal should be some portion of your remaining underutilization for each EEO-4 Category.   
*** Identify those job classes from the end of third quarter FY 2010 Job Class Underutilization List that are most likely to present hiring opportunities 




Affirmative Action – Preferential Underutilization – Persons with Disabilities 
Key Points -  
 
Measures  FY2010 Data*  FY 2011 Goal** 
48. Workforce Aggregate   6  If DOM and budget allows hiring, will make every attempt to consider candidates in 
underutilized class areas if able to fill positions. 
 
* Use Number Remaining Towards Goal data from end of third quarter FY 2010 Quarterly Tracking Report.  Note that persons with disabilities are 
either underutilized for your agency or they are not.  There is no breakdown by EEO-4 category or job classes within the EEO-4 categories. Total 
underutilization for persons with disabilities will be found on the Total line of the report.  





Phase 2.c – Assess Gaps and Devise Strategies 
Identify and prioritize gaps (imbalances or differences) from the trends that impact your workforce in the following four core 
areas.  Which gap(s) causes the greatest concern to your agency's mission objectives?  For Affirmative Action Issues, 
strategies should be specific to eliminating underutilization as reported in Phase 2.b.   Gaps – imbalances or differences that 
impact your workforce. 
 
Key Points -  
 
Workforce Stability Issues  Workforce Stability Strategies 
Issue 1: expected high level of 
retirements in the next 3-5 years:  
concern about uninterrupted levels of 
service, continuity of programs, and 
transfer of knowledge in general 
DCA has structures in place to be able to respond with a high level of expertise and 
continuity of service to cultural, historic, and arts needs in Iowa even as workforce changes 
occur by June 30, 2011. 
Issue 2: lack of flexibility in state regs & 
policies related to time recording, 
employee evaluation, etc, that makes 




Diversity Issues (General Culture)*  Diversity Strategies 
Issue 1:  very little ethnic & cultural 
diversity in DCA workforce 
DCA implements hiring and recruiting processes that will result in a workforce that 
represents and effectively delivers services to a multi-ethnic, multi-abled Iowa population 
Issue 2: little perceived diversity in the 
professional fields from which several 
positions will need to be hired. 
 
Issue 3: enormously difficult to formally 
address gaps in ethnic/cultural OR 
disability diversity workforce status, 
because this information is a) illegal to 
ask from applicants; and b) optional for 
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(Underutilization) 
Affirmative Action Strategies and Goals 
See Diversity Issues above.   
  
Recruiting and Hiring Issues  Recruiting and Hiring Strategies 
Issue 1:  lack of promotional capability 
within most classifications.  Historical 
Program Specialist has only one level but 
many selective certifications 
Professional job classifications in the historical division are structured to reflect specific 
needs and allow for promotional capability, by June 30, 2011. 
 
Issue 2:  use of statewide recruitment 
system is generally not helpful for DCA 
positions because of the specialized 
requirements generally needed for the 
positions in this department. (arts 
division positions are not part of merit 




Development Issues  Development Strategies 
Issue 1: lack of funding for professional 
development that addresses needs of 
workers in highly specialized fields 
Supervisors in each area work with staff to determine professional development needs 
and identify appropriate resources to address them. 
  
Issue 2: lack of coordinated expectations 





*Workforce diversity encompasses broad concepts such as cultural competency, inclusiveness, and organizational awareness, while 








190Phase 3 – Develop and Implement Action Plan 
What are the five to nine primary action steps to implement your strategy?  
Identify key action steps or activities, timeline, persons responsible for action 
and resources needed.  Expand as necessary. 
Workforce Stability 
 
Strategy: DCA has structures in place to be able to respond with a high level of 
expertise and continuity of service to cultural, historic, and arts needs in Iowa even 
as workforce changes occur by June 30, 2010.  
Measure:  Level of service delivery is maintained, as shown by attendance/visitation 
numbers, people served by workshops and other technical assistance, additional measures 
as identified on annual performance plan.










1. Document  position 
responsibilities in 
PDQ format for 
positions potentially 
being vacated in 3-5 







Staff time   
2.  Use library cataloging 
as the tool for 
describing archival, 
special collections & 
museum collections—
for at least 10 
collections—so that 







Staff time   
3.  Document 3-4 key 
work processes/ 
develop procedures 
manuals or checklists 
so that institutional 
knowledge does not 
leave with retiring 
employees.Examples: 
-Facilities: list of tasks 
& primary contacts 
-Art in State Bldgs 















-Deirdre: board mtgs 
-Historic tax credits 
 
Diversity (General Culture) 
 
Strategy:  DCA implements hiring and recruiting processes that will result in a 
workforce that represents and effectively delivers services to a multi-ethnic, multi-
abled Iowa population. 
Measure:  Percentage of applicants and staff that are minority or disabled, number of 
multi-lingual workers using those skills in their positions, number & kinds of programs that 
target specific populations 









1.  Gather lists of 
targeted groups 
for recruitment in 






Staff time   
2. When  positions 
are open, ensure 
that DAS has 
information about 
them when they 
recruit at job fairs. 
Ongoing Management 
Team 
Staff time   











Staff time   
Workforce diversity encompasses broad concepts such as cultural competency, 
inclusiveness, and organizational awareness, while affirmative action targets specific 
areas where remedial actions are necessary within specific areas of the workforce. 
 
Affirmative Action (Addressing Underutilization) 
 
Strategy:    See information on diversity above 
Measure: 
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Hiring and Retention 
 
Strategy: Professional job classifications in the historical division are structured to 
reflect specific needs and allow for promotional capability, by June 30, 2011.  
Measure:  Existence of appropriate classifications 
 































Strategy:  DCA has articulated a tiered plan for professional development for staff at 
all levels by the end of FY10.  
Measure:  Tiered plan exists; level of participation in appropriate professional development 
activities; level of resources allocated to fund development activities









1. List  ongoing 
professional 
conferences & 
identify staff most 
likely to attend & 





Staff time   
2.  Include resources in 
FY11 budget for at 
least 25% of staff 
identified in #1 to 













3. Identify  professional 
literature/periodicals 
of greatest benefit 
to staff in each 
division; determine 
how these are 






Staff time   
4. Identify  PDS 
training needed by 
lead workers or 
supervisory staff 
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Please provide an update of your department’s annual Diversity/Affirmative Action plan 
and report and submit to DAS by July 31
st.  Written plans should contain action items 
(goals) and time specifications.  
  
DAS will submit a report by September 30
th on the condition of affirmative action, 
diversity, and multicultural programs in state agencies.  The information you submit will 
be included in this report. 
 
Submitting Agency: Iowa Department of Human Rights 
 
Division (if applicable): 
 
Person Submitting Report: Preston A. Daniels, Director 
 
Please Print Name: Preston A. Daniels 
Please Sign Name:   
 







STATE OF IOWA 
DIVERSITY PLAN AND REPORT 
Affirmative Action/Equal Employment 
FY 2010 Progress 
FY 2011 Plan 
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Section 1  Policy Statement and Administrative Plan  
 
Policy Statement 
The State prohibits discrimination on the basis of race, creed, color, religion, national 
origin, sex and sexual orientation, age, or mental and physical disability in its 
employment policies and practices and is an equal employment opportunity and 
affirmative action employer.   
Please insert any additional statements of policy or commitment to achieving and 
maintaining a diverse workforce in your agency: 
FY2011 DHR Diversity Statement 
DHR enjoys a unique mission and role in the State of Iowa, and is also mindful of the 
diversity needs within the state government.  DHR promotes equal access to work, 
services and opportunities and to enhance the well-being of diverse populations in 
Iowa. 
The director, Preston Daniels, has served as the chairperson of the Diversity 
Council, established by Governor Culver in October 2007, to address a variety of 
issues relating to increasing diversity in state government. 
Administrative Plan  
1.  How your policy will be implemented: 
Follow the State established diversity related guidelines.   
 
2.  Name, job title, and contact information for the responsible EEO AA official: 
Preston A. Daniels, Director 
Preston.Daniels@iowa.gov, 515-242-6171 
 
3.  Describe your agency’s system for auditing and reporting diversity issues:  
Besides annual auditing, the DHR takes advantage of being a reasonably small 
agency, the Department is able to review the diversity plan and related issues 
whenever a position needs to be filled.   
4.   Indicate how your diversity plan and related communication materials are distributed 
to your employees and/or the public.  Please provide any relevant links to your web site 
or attach a copy of supporting documentation:   
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DHR Diversity plan and related communications materials are distributed to the 
Division Administrators, then shared with employees at division staff meetings or 
new employee orientations.  
The plan is not posted on the DHR website yet.  
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Section 2  Hiring and Promotion  
 
 
List your agency’s hiring and promotion practices, outlining any changes to those 
practices during the reporting period; 
 
FY 2010 Progress 
  Use the State diversity related guidelines.   
  Tap into the diverse populations that DHR serves as the recruitment pool. 
  Involve managers and supervisors in the recruitment process. 
  Recognize employee accomplishment during the staff meetings, the Governor‘s 
Golden Dome employee recognition program, and other recognition opportunities. 
 
FY 2011 Plans 
  Include diversity related expectations to performance plans for all managers and 
supervisors. 
  Provide diversity training and development to all employees. 
  Continue to encourage and support staff to actively engage in diversity related 
issues and participate in diversity events. 
  Continue to provide assistance to other state agencies to recruit a diverse workforce. 
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Section 3  Actions Taken to Increase Diversity 
 
 
Outline all steps taken by the agency to increase diversity in the department; 
 
FY 2010 Progress 
  The nature of DHR is such that it serves a very diverse clientele and the DHR staff is 
a diverse as the clients it serves.   Therefore, the DHR staff is as diverse as the 
Department can or ought to be.   
 
 
FY 2011 Plan 
  The future hiring will, of necessity, continue to reflect this diversity and will recruit 
staff members form the populations it serves: minorities, persons with disabilities, 
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Section 4  Diversity Related Training 
 
 
Outline the steps taken by the agency to train employees on diversity-related issues; 
 
FY 2010 Progress 
  Professional development and training opportunities were available to staff. 
  All managers completed the required diversity training courses as required by 




FY 2011 Plan 
  Continue to encourage staff to participate in appropriate diversity training 
opportunities.   
  Create training opportunities internally.  
  Build capacity to provide diversity training and retention of diverse workforce to other 
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Section 5  Hiring Opportunities 
 
 
Outline how the agency intends to increase diversity among its staff in the next year, 
based upon the number of anticipated hiring opportunities, SERIP replacements and 
current workforce composition;  
 
FY 2010 Progress 
  Vacancies during this fiscal year did not impact the agency’s overall diversity.   
 
FY 2011 Plan 
  See Section 3. 
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Section 6  Other Efforts to Increase Diversity 
 
 
Describe any other efforts undertaken by the agency during the reporting period to 
encourage workplace diversity.  If you would like to provide any additional information 
as an attachment, please identify the topic of the document and a brief summary in 
Section 7.   
 
FY 2010 Progress 




FY 2011 Plan 
  See Section 4. 
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Section 8  Signature Page 
 
 
Preston A. Daniels, Director 
Agency Head, Name and Title (please print) 
    08/23/2010 


























































































FY 2011 Plan 
FY 2010 Progress 
Affirmative Action/Equal Employment 
DIVERSITY PLAN AND REPORT 




















The State prohibits discrimination on the basis of race, creed, color, religion, national 
origin, sex and sexual orientation, age, or mental and physical disability in its 
employment policies and practices and is an equal employment opportunity and 
affirmative action employer. 
Diversity in our workforce has always been a strength of IPERS and we must continue 
to proactively manage it to ensure continued diversity. 
IPERS has a long-term strategic objective to match people, skills, and positions with 
changing priorities and needs. Diversity will be a key component in meeting this 
objective as we continue to see the aging of the baby boomer generation and a more 
diverse labor force. 
 
Administrative Plan  
1.  How your policy will be implemented: 
 
IPERS management strives to create an intentional organizational culture that 
positively reflects the above policy. This is accomplished through communication 
sharing at the management, supervisory, and staff levels. Also, IPERS has 
committed to ensure that all current and any newly hired staff are trained and 
sensitized concerning diversity. IPERS is careful to accurately reflect the range of 
diversity of our membership when designing communication materials. 
 
2.  Name, job title, and contact information for the responsible EEO AA official: 
 










All supervisors are expected to monitor and address any staff activities that may 
violate the letter and/or the intent of the diversity policy. 
 
4.  Indicate how your diversity plan and related communication materials are distributed 
to your employees and/or the public.  Please provide any relevant links to your web site 
or attach a copy of supporting documentation: 
IPERS requires diversity training for all current and newly hired staff. IPERS conducts 








List your agency’s hiring and promotion practices, outlining any changes to those 
practices during the reporting period; 
 
FY 2010 Progress 
IPERS did not materially change the hiring and promotion practices as previously 
submitted to DAS. 
 
FY 2011 Plans 
IPERS intends to thoroughly analyze and update the hiring and promotions practices 












Outline all steps taken by the agency to increase diversity in the department; 
 
FY 2010 Progress   
Supervisors were expected to monitor activities to ensure compliance with the diversity 
policy and there were no negative incidents reported. Member and employer 
communication materials that needed to be revised in FY10 were examined to ensure 
they reflected diversity. 
FY 2011 Plan 
IPERS, along with all other state agencies, is underutilized in our work force for persons 
with disabilities. Better data collection and information management should create a 
clearer picture of the issue. We look forward to DAS performing another survey of staff 










Outline the steps taken by the agency to train employees on diversity-related issues; 
 
FY 2010 Progress 
The vast majority of employees attended diversity training in FY09. 
 
FY 2011 Plan 











Outline how the agency intends to increase diversity among its staff in the next year, 
based upon the number of anticipated hiring opportunities, SERIP replacements and 
current workforce composition;  
 
FY 2010 Progress 
During FY 10 IPERS filled four positions (three new hires and one internal promotion).  
We were not underutilized in FY10. Also during FY 10, IPERS had a high employee 
retention rate and only lost two employees due to retirement. 
 
 
FY 2011 Plan 
IPERS has been holding several positions vacant for quite some time as we implement 
a new benefits administration system. The underlying business processes have been 
examined and new technology is being implemented. Both of these factors will lead to 
changes in how work is performed at IPERS. The new benefits administration system 
will be implemented during FY11 and it will become clear what type of staff need to be 
hired to perform the work and support IPERS. Current plans are to fill approximately ten 
positions in FY11. IPERS will utilize DAS recruitment to increase the diversity of the 










Describe any other efforts undertaken by the agency during the reporting period to 
encourage workplace diversity.  If you would like to provide any additional information 
as an attachment, please identify the topic of the document and a brief summary in 
Section 7. 
 
FY 2010 Progress 
IPERS is not underutilized in any category other than persons with a disability. IPERS 
must proactively manage the work force to ensure such levels are maintained.  IPERS 
must ensure that the internal labor force represents the diversity of the overall IPERS’ 
membership. 
 
FY 2011 Plan 
IPERS will continue to monitor diversity levels using the reports provided by DAS. We 
also encourage DAS to perform another staff survey to collect better and more current 
data on staff that may classify themselves as persons with a disability. We will also 
encourage diversity through proactively managing the organizational culture, 

































Donna M. Mueller, CEO 
Agency Head, Name and Title (please print) 
 
                    9-15-10 





















































































Please provide an update of your department’s annual Diversity/Affirmative Action plan 
and report and submit to DAS by July 31
st.  Written plans should contain action items 
(goals) and time specifications.  
  
DAS will submit a report by September 30
th on the condition of affirmative action, 
diversity, and multicultural programs in state agencies.  The information you submit will 
be included in this report. 
 
Submitting Agency: Governor’s Office of Drug Control Policy (ODCP) 
 
Division (if applicable): NA 
 
Person Submitting Report: Dale Woolery 
 
Please Print Name: Dale R. Woolery 
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Affirmative Action/Equal Employment 
FY 2010 Progress 
FY 2011 Plan 
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Section 1  Policy Statement and Administrative Plan  
 
Policy Statement 
The State prohibits discrimination on the basis of race, creed, color, religion, national 
origin, sex and sexual orientation, age, or mental and physical disability in its 
employment policies and practices and is an equal employment opportunity and 
affirmative action employer.   
Please insert any additional statements of policy or commitment to achieving and 
maintaining a diverse workforce in your agency: 
 
Administrative Plan 
1.  How your policy will be implemented:  ODCP remains committed to, and complies 
with, State and Federal Equal Employment Opportunity/Affirmative Action laws and 
the Governor’s Executive Order Four to hire a diverse and competent workforce to 
serve the people of Iowa.  Additionally, ODCP is in the process of updating written 
policy—in conjunction with the Office of Civil Rights, U.S. Department of Justice—to 
specify steps for addressing internal and external discrimination complaints against 
ODCP and/or its agents (e.g., grant recipients). 
 
2.  Name, job title, and contact information for the responsible EEO AA official:  Dale 
Woolery, associate director, 515-725-0310 or dale.woolery@iowa.gov.  
 
3.  Describe your agency’s system for auditing and reporting diversity issues:  ODCP 
monitors DAS EEO/AA compliance reports:  ODCP also refers discrimination 
complaints and reports of noncompliance to the Iowa Civil Rights Commission and, 
as appropriate, the Office of Civil Rights, U.S. Department of Justice. 
 
4.  Indicate how your diversity plan and related communication materials are distributed 
to your employees and/or the public.  Please provide any relevant links to your web 
site or attach a copy of supporting documentation:  ODCP will update its website—
by October 1, 2010—to include the agency EEO/AA Plan and Progress Reports, and 
will include a new written policy re: discrimination complaints by July 1, 2011. 
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Section 2  Hiring and Promotion  
 
 
List your agency’s hiring and promotion practices, outlining any changes to those 
practices during the reporting period; 
 
FY 2010 Progress: NC (no new hires or promotions in FY 2010). 
 
FY 2011 Plans: Continued compliance by ODCP with all applicable laws and policies, in 









Section 3  Actions Taken to Increase Diversity 
 
 
Outline all steps taken by the agency to increase diversity in the department; 
 
FY 2010 Progress: NC (no new hires or promotions in FY 2010). 
 
FY 2011 Plan: Continued compliance by ODCP with all applicable laws and policies, in 








Section 4  Diversity Related Training 
 
 
Outline the steps taken by the agency to train employees on diversity-related issues; 
 
FY 2010 Progress: All ODCP personnel completed DAS diversity training during the 
past 24 months. 
 
FY 2011 Plan: ODCP management will provide internal refresher information/training on 
applicable laws and policies to all agency personnel.  Additionally, ODCP management 
will seek external training opportunities (e.g., DAS/PDS) for staff. 
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Section 5  Hiring Opportunities 
 
 
Outline how the agency intends to increase diversity among its staff in the next year, 
based upon the number of anticipated hiring opportunities, SERIP replacements and 
current workforce composition;  
 
FY 2010 Progress: NC (no new hires or promotions in FY 2010). 
 
FY 2011 Plan: ODCP will continue to comply with all applicable laws and policies, in 
consultation with DAS/HRE.  ODCP management will provide internal refresher 
information/training on applicable laws and policies to all agency personnel.  
Additionally, ODCP management will seek external training opportunities (e.g., 
DAS/PDS) for staff. 
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Section 6  Other Efforts to Increase Diversity 
 
 
Describe any other efforts undertaken by the agency during the reporting period to 
encourage workplace diversity.  If you would like to provide any additional information 
as an attachment, please identify the topic of the document and a brief summary in 
Section 7.   
 
FY 2010 Progress: NC (no new hires or promotions in FY 2010). 
 
FY 2011 Plan: ODCP will continue to comply with all applicable laws and policies, in 
consultation with DAS/HRE.  ODCP will implement and disseminate updated policies, 
as warranted.  ODCP management will provide internal refresher information/training on 
applicable laws and policies to all agency personnel.  Additionally, ODCP management 



























Section 8  Signature Page 
 
 
Gary W. Kendell, Director 
Agency Head, Name and Title (please print) 
         9-20-10 
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Form 103050wd 
8-05 
  Policies and Procedures Manual 
 
Title  Policy No. 
Equal Employment Opportunity and Affirmative Action  230.03 
Responsible Office  Related Policies and Procedures 
  
Director's Staff Division  230.02, 230.08, 230.09, 230.10
Effective/Revision Dates Approval(s) 
9-1-76/ 12-5-05    Mary Christy 
Authority:  Director of the Director's Staff Division. 
 
Contents:  This policy prohibits unlawful discrimination, discriminatory harassment and sexual 
harassment and establishes employee responsibilities for equal employment opportunity and 
affirmative action. 
 
Affected Offices:  All 
 
Who to Contact for Policy Questions:  Affirmative Action Officer in the Director's Staff Division; 
telephone 515-239-1102. 
 
Definitions:   
 
Affirmative action - Positive action appropriate to overcome the documented effects of past or 
present practices, policies or other barriers to equal employment opportunity. 
 
Affirmative action appointment - Selection of a protected class applicant when: 
•  The position is in a job class that has been documented as underutilized for a protected 
class, and 
•  The applicant possesses the skills and abilities identified in the essential functions for the 
position.  
 
Affirmative Action Officer - The position in the Department, organizationally placed in the 
Director's Staff Division, that oversees the DOT's equal employment opportunity and 
affirmative action programs, efforts and progress.  
 
Alternative dispute resolution process - An informal procedure to assist parties with fashioning 
an agreement that mitigates areas of conflict. 
 
Discriminatory harassment - Adverse treatment of an employee or a group of employees, 
whether intentional or unintentional, based on such characteristics as race, religion, national 
origin, sex, color, creed, mental or physical disability, or age. 
 
EEO/AA complaint - Any oral or written report or observation alleging a violation of this policy. 
 
Equal employment opportunity - Prohibition against unlawful discrimination in employment 
policies and practices on the basis of race, religion, national origin, sex, color, creed, mental 
or physical disability, or age. 
 
Protected classes -  
 
•  Ethnic minorities.  Persons having origins in any of the following--African racial groups 
(Blacks); Spanish cultural groups (Hispanic); original North American racial groups 
(American Indian or Alaskan native); or Far Eastern, Southeast Asian, Indian, or Pacific 
Island groups (Asian or Pacific Islander).  
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• Women.   
 
•  Persons with disabilities.  Persons who a) have a physical or mental impairment that 
substantially limits one or more major life activities, b) have a record of such an 
impairment, or c) are regarded as having such an impairment.  
 
•  Persons age 18 or older.  
 
Reasonable accommodation:  A modification or adjustment to a job, an employment practice, or 
work environment that makes it possible for an individual with a disability to enjoy the 
benefits and privileges of employment equal to those enjoyed by individuals without 
disabilities, as long as such accommodation does not cause an undue hardship for the 
Department. 
 
Sexual harassment - Any act that uses sexual submission or rejection as a condition of 
employment, or conduct of a sexual nature that interferes with an employee's work 
performance by creating an intimidating, hostile or offensive work environment. 
 
Underutilized class - Comparison of the composition of the Department's workforce to the 
availability of females, minorities, and persons with disabilities within the relevant labor 
market.  When employment of specific groups in the workforce is below the percentage of 
those groups in the relevant labor market, the workforce is considered underutilized. 
 
Undue hardship - An action that rises to the level of being significantly difficult or expensive to 
implement. 
 
Unlawful discrimination - The act of making an unlawful distinction or decision concerning 
applicants or employees on the basis of race, religion, national origin, sex, color, creed, 
mental or physical disability, or age, when such act affects those persons' employment 
situations in any way. 
 
References:  Applicable statutes and regulations relating to civil rights, equal employment 
opportunity and affirmative action include, but are not limited to, the following: 
 
42 USC Section 2000e  et. seq.  {Title VII of the Civil Rights Act of 1964} 
42 USC Chapter 126  {Americans with Disabilities Act of 1990} 
29 USC Section 794  {Section 504 of the Rehabilitation Act of 1973} 
29 USC Section 206(d)  {Equal Pay Act of 1963} 
29 USC Section 621 et. seq.  {Age Discrimination in Employment Act of 1967} 
29 CFR Parts 1600-1699  {Equal Employment Opportunity Commission} 
U.S. Executive Order 11246  {Equal Opportunity in Federal Employment} 
Iowa Code Chapter 19B  {Equal Opportunity and Affirmative Action} 
Iowa Code Chapter 216  {Iowa Civil Rights Act of 1965} 
State of Iowa Executive Orders 15(4-2-73), 34(7-22-88),  44(4-30-92), and 18(3-28-2001) 
State of Iowa Equal Opportunity, Affirmative Action and Anti-discrimination Policy (11-1-
2001)  {Section 2.40 of the Managers and Supervisors Manual} 
Iowa Department of Administrative Services rules 11 IAC Chapter 68 
Managers and Supervisors Manual, Chapters 2 and 4 
 
Forms:   
 
140009 - Hiring Decision Justification/Applicant Interview Report  {available on DOTNET}  
140039 - Internal Complaint of Discrimination  {available on DOTNET} 
Appendix E
528Policy No. 230.03 
 
3 of 7 
CFN 552-0674 - Individual Performance Plan and Evaluation (IPPE)  {available on DOTNET} 
P-1 - Report of Personnel Action  {mainframe program} 
 
Policy and Procedure:   
 
I.  Policy 
 
A.  The Department is an equal employment opportunity and affirmative action employer.  
All employees shall receive affirmative action training. 
 
B.  Managers and supervisors shall appoint, promote, assign, train and evaluate the 
performance of employees on the basis of individual qualification and merit and shall not 
unlawfully discriminate against applicants and employees.  Unlawful discrimination is a 
violation of this policy and is prohibited. 
 
C.  Reasonable accommodations for employees with disabilities shall be made unless these 
accommodations would create undue hardship for the Department. 
 
D.  Hiring goals for underutilized job classes shall be established when vacancies are 
anticipated and hiring opportunities exist.   
 
E.  All employees shall have access to training and career development information.  Training 
and career development opportunities shall not be withheld from any employee for any 
reason that is considered unlawful discrimination. 
 
F.  Sexual harassment and discriminatory harassment of employees and individuals who are 
doing business with the Department are violations of this policy and are prohibited.  
Examples of prohibited conduct include, but are not limited to: 
 
•  Inappropriate or offensive touching, hugging or kissing; requests for sexual favors; 
sexual advances; or comments or actions that are sexually suggestive or are sexual in 
nature. 
 
•  Comments or actions that are offensive or discriminatory based on membership in a 
protected class, gender, religious beliefs, or ancestry.   
 
  Forms of sexual or discriminatory harassment include, but are not limited to, jokes, 
pictures, drawings or objects such as calendars, magazine centerfolds, cartoons, posters, t-
shirts or caps. 
 
G.  Any employee who alleges an act of unlawful discrimination, discriminatory harassment 
or sexual harassment has the right to seek resolution of the situation without jeopardizing 
employment or future career opportunities. 
 
H.  The Department will not tolerate any attempt at retaliation, punishment, reprisal, or 
adverse treatment against a person who reports conduct prohibited by this policy.  Any 
employee who engages in or attempts to engage in such retaliatory behavior is subject to 
disciplinary action up to and including discharge. 
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II.  Responsibilities of Employees, Managers and Supervisors 
 
A.  Employees.  All employees of the Department, including managers and supervisors, are 
responsible for maintaining a work environment free of unlawful discrimination, 
discriminatory harassment and sexual harassment.  Employees shall: 
 
•  Be a positive role model for co-workers. 
 
•  Tell a person who is acting in violation of this policy to stop. 
 
•  Report, in detail, acts of unlawful discrimination, discriminatory harassment or sexual 
harassment that the employee has experienced or witnessed to a supervisor, the 
Affirmative Action Officer in the Director's Staff Division or the Office of Employee 
Services. 
 
•  Cooperate with any investigation by offering detailed information and responding 
openly, truthfully and completely to all questions. 
 
B.  Managers and Supervisors.  In addition to the responsibilities listed above, managers 
and supervisors shall: 
 
1.  Assure compliance with this policy and assist employees in understanding the 
concept of affirmative action and its application at the Department of Transportation.  
The Affirmative Action Officer in the Director's Staff Division is available to help 
managers and supervisors educate employees. 
 
2.  In the hiring process, implement the affirmative action requirements of this policy as 
follows: 
 
•  Initiate recruitment activities when necessary to meet affirmative action goals.  
Managers and supervisors shall contact the Recruitment Coordinator in the Office 
of Employee Services for guidance on recruitment activities.  The Recruitment 
Officer will work with the Department of Administrative Services as needed. 
 
•  Consider protected class applicants for all hires and make affirmative action 
appointments when feasible (see Definitions on page 1). 
 
•  (Selecting authority)  Complete Form 140009, Hiring Decision Justification/ 
Applicant Interview Report, after the candidates have been interviewed but prior 
to extending a job offer, and forward the form to the Affirmative Action Officer 
in the Director's Staff Division.  This form is required for the following 
permanent full-time appointments: new hires, promotions, reinstatements, 
demotions, outplacements and non-contract transfers. 
 
•  (Selecting authority)  As an attachment to Form 140009 or in an E-mail to the 
Affirmative Action Officer, provide justification that addresses the essential 
functions of the position, the screening criteria used, and a comparison of 
applicants to the essential functions and screening criteria.  The justification shall 
also indicate that reference checks are complete.  The Affirmative Action Officer 
will advise the selecting authority whether or not the justification is sufficient. 
 
3.  Provide fair and equitable access to appropriate training opportunities and work 
assignments. 
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4.  Include training plans in the performance plans of the employees they supervise, as 
appropriate. 
 
5.  Make reasonable accommodations for individuals with disabilities unless the 
accommodation would create an undue hardship.  See Policy No. 230.10, Restricted 
Duty and Reasonable Accommodation.  The manager or supervisor must contact the 
Affirmative Action Officer if a reasonable accommodation under Policy No. 230.10 
is requested or is being made. 
 
6.  Take steps to prevent unlawful discrimination, discriminatory harassment and sexual 
harassment by making a reasonable effort to: 
 
•  Be aware of and sensitive to all employees' behavior. 
 
•  Establish and maintain an environment that makes it comfortable for employees 
to report acts of unlawful discrimination, discriminatory harassment and sexual 
harassment. 
 
•  Act promptly to stop observed acts of unlawful discrimination, discriminatory 
harassment, sexual harassment or retaliation without waiting for a written 
EEO/AA complaint. 
 
7.  Investigate and resolve acts that violate this policy, as follows: 
 
•  Notify the Office of Employee Services if they have observed, intervened in, or 
received a report of an act that violates this policy. 
 
•  When notified by the Office of Employee Services of an EEO/AA complaint, 
work with the Office of Employee Services and the Affirmative Action Officer in 
the Director's Staff Division to investigate the complaint promptly, thoroughly 
and sincerely.  All investigations must be conducted in accordance with Policy 
No. 230.09, Investigations. 
 
•  Implement and support any discipline or other corrective action to be taken 
following an investigation.  See Policy No. 230.02, Discipline and Other 
Corrective Action. 
 
•  Periodically, verify with the work unit or employee that no retaliatory behavior 
has occurred following the close of an investigation.  If such behavior has 
occurred, follow the complaint procedure in this policy. 
 
III.  EEO/AA Complaint Process 
 
A.  Filing complaints within the DOT. 
 
1.  To file an EEO/AA complaint, the employee shall report the incident in writing, 
including all pertinent details, to an Employment Relations Officer in the Office of 
Employee Services.  Form 140039 may be used.   
 
2.  The Employment Relations Officer shall inform the Affirmative Action Officer of the 
complaint.  The Employment Relations Officer and the Affirmative Action Officer 
shall meet with the complainant to determine if an alternative dispute resolution 
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process, such as mediation, is a viable option for resolution of the issue. 
 
3.  If the employee is willing to attempt an alternative dispute resolution process, the 
Employment Relations Officer and the Affirmative Action Officer shall coordinate 
the process with the appropriate staff. 
 
4.  If an investigation is necessary, the Employment Relations Officer and the 
Affirmative Action Officer shall work with the appropriate division director to 
determine who will conduct the investigation.  The investigation shall be conducted 
in accordance with Policy 230.09, Investigations. 
 
5.  The Employment Relations Officer and the Affirmative Action Officer shall keep the 
division director or the division director’s designee and the employee informed of the 
status of the investigation. 
 
6.  After the investigation is complete, the person conducting the investigation shall so 
notify the Employment Relations Officer.  The Employment Relations Officer shall 
provide to the Affirmative Action Officer and the division director a copy of the 
completed investigation report and schedule a meeting with the person conducting the 
investigation, other appropriate management staff and the Affirmative Action Officer 
to review the results of the investigation. 
 
7.  If the results of the investigation indicate that a violation of this policy has occurred, a 
determination shall be made as to if and what level of discipline or other corrective 
action is warranted.  See Policy No. 230.02, Discipline and Other Corrective Action, 
for details of this process. 
 
B.  Filing complaints with external compliance agencies.  Nothing in this or any other 
DOT policy is intended to restrict the rights of an employee to pursue any other remedies 
that may be authorized by law.  The Iowa Civil Rights Commission and the U.S. Equal 
Employment Opportunity Commission are two agencies that may be consulted for further 
advice and procedures, including applicable time limits. 
 
C.  Grievance.  Do not use the grievance policy in lieu of this policy for filing or resolving a 
complaint alleging discrimination, unlawful discrimination or sexual harassment. 
 
IV.  Disciplinary Matters 
 
To ensure that all employees are treated fairly in matters of discipline, managers and 
supervisors shall work with the Employment Relations Officer in the Office of Employee 
Services on disciplinary matters in accordance with Policy No. 230.02.  The Employment 
Relations Officer shall keep the Affirmative Action Officer informed of the status of 
discipline involving members of protected classes. 
V.  Other Equal Employment Opportunity and Affirmative Action Activities 
 
The Affirmative Action Officer in the Director's Staff Division shall: 
A.  Coordinate the preparation of the agency's affirmative action plan and required reports, 
distribute the plan and reports, advise employees regarding implementation of the plan, 
and maintain records required by law.  
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B.  Each year, establish hiring goals for underutilized job classes in consultation with DOT 
senior management. 
 
C.  Review exit interviews and summaries of grievances and disciplinary actions provided by 
the Office of Employee Services to determine if patterns of discrimination exist.  Notify 
appropriate staff of situations that appear to violate this policy. 
 
D.  Maintain files of EEO/AA complaint investigations. 
 
E.  Receive formal notice of complaints filed with external compliance agencies.  Notify the 
affected division director and appropriate staff of a complaint, assist in drafting a reply, 
and ensure that the reply is complete and filed in a timely manner.  Notify the division 
director and appropriate staff of actions taken or decisions made by external compliance 
agencies. 
 
VI.  Policy Violations 
 
A.  Managers and supervisors are subject to potential disciplinary action if they fail to take 
appropriate action when: 
•  They are aware of acts of unlawful discrimination, discriminatory harassment or 
sexual harassment and 
•  These acts have occurred within their areas of responsibility. 
 
B.  Any employee is subject to potential disciplinary action: 
•  For the employee's own acts of unlawful discrimination, discriminatory harassment, 
sexual harassment or retaliatory behavior in, or reasonably related to, the workplace. 
•  For failing to cooperate with an investigation of acts prohibited by this policy. 
•  For failing to mitigate or report acts prohibited by this policy. 
 
VII.  Conflict 
 
  If any provision of this policy conflicts with a collective bargaining agreement or Iowa 
Department of Administrative Services administrative rule, the agreement or rule, as 
applicable, shall prevail in all issues except for those in conflict with state and federal laws 
regarding civil rights. 
VIII.  Required Posting 
 
  Supervisors shall post this policy on bulletin boards within their respective work areas.  This 
policy is also on DOTNET. 
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  Policies and Procedures Manual 
 
Title  Policy No. 
Recruitment/Selection/Hiring Process  210.02 
Responsible Office  Related Policies and Procedures 
  
Office of Employee Services  120.09, 210.06, 230.03, 230.10
Effective/Revision Dates Approval(s) 
12-5-05/1-28-10  Lee A. Wilkinson 
Authority:  Director of the Operations and Finance Division. 
 
Contents:  This policy describes the recruitment/selection/hiring process as well as the DOT's 
commitment regarding these processes. 
 
Affected Offices:  All 
 
Who to Contact for Policy Questions:  Office of Employee Services, telephone 515-239-1921. 
 
Definitions:   
 
All-applicant list – A list provided by the Department of Administrative Services – Human 
Resources Enterprise of all applicants who have met the minimum qualifications for the job 
class in which the vacancy exists. 
 
Chain of command – Any position within the oversight or responsibility of a manager/supervisor 
(i.e., division directors have oversight or responsibility for all positions within their division; 
district engineers have oversight or responsibility for all positions within their district; office 
directors have oversight or responsibility for all positions within their office).  
 
Immediate family – The employee’s spouse, children, grandchildren, foster children, 
stepchildren, legal wards, parents, grandparents, foster parents, stepparents, brothers, foster 
brothers, stepbrothers, sons-in-law, brothers-in-law, sisters, foster sisters, stepsisters, 
daughters-in-law, sisters-in-law, aunts, uncles, nieces, nephews, first cousins, corresponding 
relatives of the employee’s spouse, and other persons who are members of the employee’s 
household. 
 
Pay grade transfer – The movement of an employee from a position in a job class to a vacant 
position for which the employee qualifies in the same or different job class in the same pay 
grade.  A transfer may include a change in duties, work location, days of work or hours of 
work.  A transfer may be voluntary at the request of the employee, or involuntary at the 
discretion of the selecting authority.   
 
Promotion – The acceptance by a permanent employee of an offer by a selecting authority to 
move to a position in a class with a higher pay grade. 
 
Seasonal appointment – A temporary appointment to any position made between the pay period, 
which includes April 15, and the pay period which includes October 15, of each year.  This 
temporary appointment expires no later than the last day of the pay period that includes 
October 15.  See 11 IAC 57.7(8A) for details.   
 
Selecting authority – The supervisor making the hiring recommendation or decision; usually the 
immediate supervisor of the vacant position being filled. 
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Temporary appointment – Non-permanent employment for a limited period of time.  See 11 




Supervisor’s Tool Box on DOTNET, which can be found on the front page of DOTNET.  The 
following information is located in the Supervisor’s Tool Box:  
 
Iowa Department of Administrative Services’ administrative rules 11 IAC Chapters 54-59 
 
AFSCME and IUP collective bargaining agreements, Article VII  
 
Iowa Department of Administrative Services-Human Resources Enterprise's Applicant 
Screening Manual 
 
Iowa Department of Administrative Services-Human Resources Enterprise's Managers and 
Supervisors Manual, Chapter 4  
 
Iowa Department of Administrative Services-Human Resources Enterprise's Steps in the Hiring 
Process Chart  
 
Forms:   
 
131042 – Request for Reasonable Accommodation (Department of Administrative Services) 
131047 – Special Pay/Appointment Action (also called M-40) 
131049 – Reference Check 
140009 – Hiring Decision Justification (HDJ)/Applicant Interview Report 
CFN552-0072 – Application for State Employment 
P-1, Report of Personnel Action 
P-5, Hiring Authority 
 
Policy and Procedure:   
 
It is the policy of the DOT that all recruitment, selection and hiring processes shall conform to all 
applicable federal and state laws, administrative rules and provisions of the collective bargaining 
agreements; and enhance the opportunities to create and sustain a diverse work force. 
 
Either federal or state law prohibits employment and/or public accommodation discrimination on 
the basis of age, color, creed, disability, gender identity, national origin, pregnancy, race, religion, 
sex, sexual orientation or veteran’s status.  If an employee believes he or she has been discriminated 
against, the employee should contact the DOT's Affirmative Action Officer at 515-239-1693.  The 
employee may also contact the Iowa Civil Rights Commission at 800-457-4416.  If the employee 
needs accommodation due to a disability, the employee should contact the DOT's Affirmative 
Action Officer. 
 
In addition, the DOT is committed to the following policies: 
 
•  Coordination of recruitment for underutilized and hard-to-fill classifications. 
• Prohibition  of  nepotism. 
•  Consideration of internal applicants for promotion, demotion and pay 
grade transfers to fill vacancies in permanent positions. 
•  Competition for temporary appointments when appropriate. 
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I.  Preparing to Fill a Vacancy 
A.  Review of Position Description Questionnaire (PDQ) 
1.  All positions must have a current PDQ in the PDQ system (located in the Operations 
and Finance Applications Menu) prior to posting  the vacancy.   
2.  When a vacancy occurs, the selecting authority should review the job duties of the 
position to ensure the duties meet the current needs of the DOT. 
3.  If the PDQ is accurate,  the selecting authority shall proceed and complete the P-5.  If 
the PDQ is inaccurate, the selecting authority shall submit an updated PDQ and/or 
request reclassification (see Policy No. 210.06, Classification). 
4.  If the selecting authority determines that, based on the duties of the position, a 
selective certification is needed, the selecting authority should contact the Office of 
Employee Services' classification team. 
5.  Use of a selective certification on a job posting must appear on the class 
specifications for the position.  A selective certification must have a nexus to the job 
as demonstrated by the PDQ.  A request for a new selective certification must be sent 
to the Office of Employee Services' classification team. 
B.  Completion of P-5, Hiring Authority 
1.  The selecting authority or designee shall enter the P-5 into the P-5/HDJ system.  
(Instructions are in the Supervisor's Toolbox on DOTNET and in the help menu of 
the application.)  The language used in the P-5 should reflect the posting language the 
selecting authority wishes to have placed on the Department of Administrative 
Services' Web site.  (The DOT's Recruitment Officer is available to assist selecting 
authorities in constructing this language.) 
2.  For contract-covered positions, the P-5 must be submitted to the personnel assistant 
in the Office of Employee Services no later than noon on Thursday for the vacancy to 
be posted the next week. 
3.  Once the P-5 has been approved at the personnel assistant level, if the position is 
contract covered, the vacancy will be posted for contract transfer in accordance with 
the applicable collective bargaining agreement prior to posting to the Department of 
Administrative Services' Web site and the DOT's Web site.  If the position is a 
noncontract-covered position, it will be posted directly to the Department of 
Administrative Services' Web site and the DOT's Web site.  The Office of Employee 
Services shall also publish an internal weekly posting containing a list of the contract 
transfer postings and a list of current available vacancies that have been posted on the 
Department of Administrative Services' Web site. 
4.  An all-applicant list shall be specified on the P-5.  Division directors may, with 
written justification, request approval from the Office of Employee Services to waive 
the use of an all-applicant list. 
C.  Coordination of Recruitment 
1.  When filling a position within a job classification that has been designated as 
underutilized for either minority or female on the P-5, the selecting authority shall 
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consult with the Recruitment Officer and establish an enhanced recruitment action 
plan.  Any additional recruitment effort will be determined by the Recruitment 
Officer and the selecting authority.  All efforts and resources expended shall be 
documented by the selecting authority and placed as an attachment in the P-5/HDJ 
system.  
2.  The Office of Employee Services shall notify the Iowa Vocational Rehabilitation 
Services and the Department of the Blind of positions designated as underutilized for 
disability.  The Office of Employee Services will add additional agencies and Web 
sites as opportunity provides.   
3.  For all other positions, the Recruitment Officer is available for consultation at the 
discretion of the selecting authority.  
4.  Recruitment services offered include, but are not limited to: 
a.  Researching specialized, technical, and diversity-related associations or Web sites 
for potential advertising opportunities. 
b.  Coordinating and/or placing ads or postings.  All costs will be paid by the 
selecting authority's cost center or as determined by the DOT's Management 
Team. 
c.  Assisting with the development of text for vacancy announcements. 
5.  All recruitment materials shall state that the DOT is an equal opportunity employer 
and encourage women, minorities and persons with disabilities to apply. 
6.  Offices receiving requests for DOT participation in a recruitment event such as a job 
fair shall provide notice of the event to the Recruitment Officer.  This will allow the 
Recruitment Officer to track outreach efforts, provide recommendations on other 
resources and possibly participate in the effort if need be. 
D.  Receipt of List of Eligible Applicants 
 
Upon completion of the posting period and after the Department of Administrative 
Services – Human Resources Enterprise has determined the applicants meet the minimum 
requirements, a list of eligible applicants will be issued and sent to the assigned personnel 
assistant.  The personnel assistant shall in turn place the list in the P-5/HDJ system, create 
the hiring decision justification in the P-5/HDJ system and send the selecting authority the 
E-link to the applicants that have been placed on the list.   
II.  Screening and Interviewing Applicants 
A.  Procedures 
 
The selecting authority shall ensure all of the following steps are completed: 
1.  Review information in the Supervisor’s Tool Box on DOTNET, including the Steps 
in the Hiring Process chart,  Applicant Screening Manual and Chapter 4 of the  
Managers and Supervisors Manual.   
2.  Provide applicants with the following information before they are asked to respond 
during the screening or interview phase: 
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a.   A PDQ.  This document must include a purpose of position, essential functions, 
competencies and any special requirements that appear on the classification. 
b.  A copy of the class specification. 
c.  The salary range for the position being filled. 
3.  Establish pre-interview screening criteria, as needed, to determine which applicants 
will be considered further.  All screening criteria shall be job related, consistently 
applied and veteran’s preference points taken into consideration.  Depending on the 
number of applicants, multiple screening steps may be used. 
4.  When a vacant position is underutilized in more than one category, submit the pre-
interview screening criteria, applicant scores, and the proposed list of interview 
questions to the Affirmative Action Officer for approval, prior to interviewing. 
5.  Use a selection team in the hiring process.  The selecting authority should participate 
as a member of the selection team and must participate in the final selection of the 
candidate.  At least one of the team members must have attended the Department of 
Administrative Services' PDS course, From Interview to Hire. 
6.  Ask the following questions of each applicant as part of the interview process: 
a.  "Are you legally able to accept permanent employment in the United States?"   
 
Note:  If the applicant responds yes to this question, and the applicant cannot 
accept permanent employment based on his/her I-9 status, the applicant cannot be 
hired. 
b.  "Can you perform the essential functions of the position with or without 
reasonable accommodation?"   
 
Note:  If the applicant responds yes to this question, but states that he or she needs 
a reasonable accommodation, the selecting authority should provide the applicant 
with a copy of Form 131042.  The selecting authority shall not make further 
inquiry into the applicant’s disability.  This form should be sent by the applicant 
directly to the DOT's Affirmative Action Officer.  If this applicant is selected, the 
selecting authority should contact the Affirmative Action Officer.  The 
Affirmative Action Officer shall then review the request for reasonable 
accommodation, if one has been submitted. 
c.  "How specifically did you become aware of this opportunity?" 
7.  Notify applicants of the state's nonsmoking laws. 
B.  Consideration of Internal Applicants 
1.  Qualified permanent and temporary DOT employees, who apply for vacancies in 
permanent positions and meet screening criteria, shall be interviewed for promotion, 
demotion or pay grade transfers. 
2.  Qualified DOT employees, both permanent and temporary, who apply, shall not be 
screened out solely on the basis of current work location, home location or salary. 
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3.  If a selecting authority becomes aware that an applicant is an employee within his or 
her immediate supervision or area of responsibility, the selecting authority shall use a 
team that includes the selecting authority or his/her designee and at least one current 
employee who is outside the section/unit, office, division or area of responsibility. 
C.  Prohibiting Nepotism 
1.  A member of the immediate family of any current employee shall not be given 
preferential treatment in hiring for any position.  The selecting authority shall 
determine if an applicant is a member of the immediate family of a current employee 
during the screening process. 
2.  If a selecting authority becomes aware that an applicant is an immediate family 
member of anyone in the chain of command above or below the position, that 
selecting authority shall immediately notify the selecting authority’s next higher level 
supervisor/manager and the Office of Employee Services.  The selecting authority 
shall ensure that the applicant is disqualified from further consideration for 
employment for this position under this policy. 
3.  No employee shall serve on the selection team when an applicant is a member of 
his/her immediate family. 
4.  An employee in a supervisory position shall not directly supervise a member of 
his/her immediate family. 
5.  Employees assigned as lead workers, while not supervisors, shall not serve as a 
leadworker for an immediate family member. 
D.  Time Off for Job Interviews 
1.  DOT employees shall be granted a reasonable amount of time, up to a maximum of 4 
hours in pay status, during regularly scheduled work hours, including travel time, to 
interview for a vacant position within the DOT. 
a.  Time shall be recorded as "other leave" on the time sheet with "interview" in the 
remarks column. 
b.  Time off in excess of 4 hours must be recorded as vacation, compensatory time or 
leave without pay. 
2.  For job interviews outside the DOT, employees shall use accrued vacation, 
compensatory time or leave without pay. 
3.  Employees shall not use a state vehicle or receive mileage, meal or lodging expenses 
reimbursement for attending interviews.  
E.   Temporary/Seasonal Appointments 
1.  Organizational units that routinely plan to make temporary appointments or seasonal 
appointments shall develop a consistent and documented selection process.  The 
Office of Employee Services is available to provide assistance. 
2.  Persons placed in noncontract temporary appointments shall not be allowed to work 
more than a total of 780 hours in a fiscal year. 
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3.  Persons placed in contract-covered temporary appointments shall not be allowed to 
work more than a total of 700 hours in a fiscal year. 
III.  Hiring Decision Justification 
A.  A hiring decision justification (HDJ) must be submitted for all proposed hires with the 
exception of positions filled by contract transfers or temporary positions. 
B.  The selecting authority shall enter all information into the P-5/HDJ system for review by 
the Affirmative Action Officer.  If the HDJ is approved by the Affirmative Action Officer, 
an event notice will be sent to the selecting authority. 
C.  When a selection decision is made, the selecting authority shall submit Form 140009, 
Hiring Decision Justification/Applicant Interview Report, and a written narrative 
addressing the essential functions of the position, screening criteria utilized, a comparison 
of applicants interviewed to the essential functions, screening criteria based on the 
answers provided during the interview, and justification for the recommended hire to the 
Affirmative Action Officer in the Office of Employee Services, for approval as required 
under Policy No. 230.03, Equal Employment Opportunity and Affirmative Action.  In 
addition, a copy of the following documents shall also be submitted:  (1) BrassRing 
certificate list, (2) pre-interview screening criteria and scores, if applicable, (3) interview 
questions, (4) interview scores/matrix, (5) PDQ/essential functions, (6) reference check(s), 
and (7) E-mail approval for the hire from the appropriate authority in the division (e.g., 
district engineer, division director). 
D.  The selecting authority must ensure all of the following steps are completed: 
1.  Document all interview questions and answer criteria consistently to each applicant. 
2.  Include two completed reference checks.  When possible, submit two supervisory 
references.  If the applicant is self-employed, submit two business references.  For 
internal applicants, one supervisory reference check is sufficient.  If any of the final 
applicants are current state employees, the selecting authority shall contact the 
current state agency to request review of the applicant’s personnel file.  Reference 
checks must be completed for every hire, except contract transfers. 
3.  Verify and document possession of all required licenses and/or certifications, 
including dates of expiration, of the final applicants for the vacant position that is 
being filled.  See Policy No. 210.05, Loss of License or Certificate. 
4.  Maintain the following documentation for a period of 3 years:  all cover letters, 
resumes, applications, applicant lists, reference checks, selection criteria, scoring 
matrix, interview questions, interview notes, correspondence with applicants, and 
HDJ materials. 
5.  Provide notice to all applicants after the selected applicant has accepted the job offer. 
IV.  Background Checks Required by the REAL ID Act of 2005 
A.  Positions Affected 
1.  Applicants for positions that are involved in the manufacture or production of driver's 
licenses and nonoperator's identification cards or that have the ability to affect 
identity information that appears on a driver's license or nonoperator's identification 
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card (covered positions), shall be subject to a background check as required by 6 
CFR 37.45.  The background check shall include the validation of references from 
prior employment, a name-based and fingerprint-based criminal history records 
check, and employment eligibility verification otherwise required by law. 
2.  Covered positions include: accounting clerk 1, 2 and 3, administrative assistant 1 and 
2, clerk advanced, clerk specialist, compliance officer 1 and 2, driver's license clerk, 
driver's license clerk senior, driver's license examiner, driver’s license hearing 
officer, executive officer 1, 2 and 3, information technology administrator 2, 
information technology specialists 1 through 5, information technology support 
worker 3, management analyst 2, 3 and 4, Office of Driver Services director, program 
planner 3, secretary 1 and 2, statistical research analyst 2, supervisor, 
telecommunication design specialist, training specialist 1 and 2, transportation 
division director, and typist advanced. 
B.  Validation of References from Prior Employment 
If not already completed as part of the reference check required by Section III.D.2 of this 
policy, the selecting authority shall contact any prior employers identified by the 
applicant to confirm employment in the identified capacity and for the indentified period 
of time, and to inquire into any other matters relevant to the employment decision, such as 
why the applicant left the previous employment.  The Department recognizes that some 
employers will only verify employment and the dates of employment, but encourages 
diligent and respectful inquiry. 
C.  Criminal History Records Check 
1.  The criminal history records check is a name-based and fingerprint-based criminal 
history records check using the FBI's National Crime Information Center (NCIC) and 
the Integrated Automated Fingerprint Identification (IAFIS) database and state 
repository records on each applicant for a covered position to determine if the 
applicant has been convicted of any of the following disqualifying crimes: 
 
a.  Permanent disqualifying criminal offenses.  An applicant has a permanent 
disqualifying offense if convicted, or found not guilty by reason of insanity, in a 
civilian or military jurisdiction, of any of the felonies set forth in 49 CFR 
1572.103(a).  These felonies are: 
(1)  Espionage or conspiracy to commit espionage. 
(2)  Sedition or conspiracy to commit sedition. 
(3)  Treason or conspiracy to commit treason. 
(4)  A federal crime of terrorism as defined in 18 U.S.C. 2332b(g), or comparable 
state law, or conspiracy to commit such crime. 
(5)  A crime involving a transportation security incident.  A transportation 
security incident is a security incident resulting in a significant loss of life, 
environmental damage, transportation system disruption, or economic 
disruption in a particular area, as defined in 46 U.S.C. 70101.  The term 
"economic disruption" does not include a work stoppage or other employee-
related action not related to terrorism and resulting from an employer-
employee dispute. 
Appendix E
541Policy No. 210.02 
 
9 of 13 
(6)  Improper transportation of a hazardous material under 49 U.S.C. 5124 or a 
state law that is comparable. 
(7)  Unlawful possession, use, sale, distribution, manufacture, purchase, receipt, 
transfer, shipping, transporting, import, export, storage of, or dealing in an 
explosive or explosive device.  An explosive or explosive device includes, 
but is not limited to, an explosive or explosive material as defined in 18 
U.S.C. 232(5), 841(c) through 841(f), and 844(j); and a destructive device, as 
defined in 18 U.S.C. 921(a)(4) and 26 U.S.C. 5845(f). 
(8)  Murder. 
(9)  Making any threat, or maliciously conveying false information knowing the 
same to be false, concerning the deliverance, placement, or detonation of an 
explosive or other lethal device in or against a place of public use, a state or 
government facility, a public transportation system, or an infrastructure 
facility. 
(10) Violations of the Racketeer Influenced and Corrupt Organizations Act, 18 
U.S.C. 1961, et seq., or a comparable state law, where one of the predicate 
acts found by a jury or admitted by the defendant, consists of one of the 
crimes listed in Section IV.C.1.a of this policy. 
(11) Attempt to commit the crimes in Sections IV.C.1.a.1 to IV.C.1.a.4 of this 
policy. 
(12) Conspiracy or attempt to commit the crimes in Sections IV.c.1.a.5 to 
IV.C.1.a.10 of this policy. 
b.  Interim disqualifying criminal offenses.  The felonies listed in 49 CFR 
1572.103(b) are disqualifying if the applicant was either convicted of those 
offenses in a civilian or military jurisdiction, or admits having committed acts 
which constitute the essential elements of any of those criminal offenses within 
the 7 years preceding the expected date of employment in the covered position; or 
the applicant was released from incarceration for the crime within the 5 years 
preceding the expected date of employment in the covered position.  The interim 
disqualifying offenses are: 
(1)  Unlawful possession, use, sale, manufacture, purchase, distribution, receipt, 
transfer, shipping, transporting, delivery, import, export of, or dealing in a 
firearm or other weapon.  A firearm or other weapon includes, but is not 
limited to, firearms as defined in 18 U.S.C. 921(a)(3) or 26 U.S.C. 5845(a), 
or items contained on the U.S. Munitions Import List at 27 CFR 447.21. 
(2)  Extortion. 
(3)  Dishonesty, fraud, or misrepresentation, including identity fraud and money 
laundering where the money laundering is related to a crime described in 
Sections IV.C.1.a. or IV.C.1.b of this policy.  Welfare fraud and passing bad 
checks do not constitute dishonesty, fraud, or misrepresentation for purposes 
of this paragraph. 
(4)  Bribery. 
Appendix E
542Policy No. 210.02 
 
10 of 13 
(5)  Smuggling. 
(6)  Immigration violations. 
(7)  Distribution of, possession with intent to distribute, or importation of a 
controlled substance. 
(8)  Arson. 
(9)  Kidnapping or hostage taking. 
(10) Rape or aggravated sexual abuse. 
(11) Assault with intent to kill. 
(12) Robbery. 
(13) Fraudulent entry into a seaport as described in 18 U.S.C. 1036 or a 
comparable state law. 
(14) Violations of the Racketeer Influenced and Corrupt Organizations Act, 18 
U.S.C. 1961, et seq., or a comparable state law, other than the violations 
listed in Section IV.C.1.a.10 of this policy. 
(15) Conspiracy or attempt to commit the crimes described in paragraphs "1" to 
"14" immediately above. 
c.  Under want, warrant, or indictment.  An applicant who is wanted or under 
indictment in any civilian or military jurisdiction for a disqualifying crime is 
disqualified until the want or warrant is released or the indictment is dismissed. 
d.  Determination of arrest status.  When a fingerprint-based check discloses an arrest 
for a disqualifying crime without indicating a disposition, the disposition of the 
arrest must be determined.  If, despite reasonable and diligent efforts, the 
disposition cannot be determined and the offense is a permanent disqualifying 
offense, the applicant may not be employed in a covered position. If, despite 
reasonable and diligent efforts, the disposition cannot be determined and the 
offense is an interim disqualifying offense, the applicant may not be employed in 
a covered position unless the applicant provides a certified statement from an 
appropriate custodian of records in the judicial branch of the jurisdiction of arrest 
that no record of conviction for the offense exists. 
 
If a check discloses an applicant has been arrested for a disqualifying crime for 
which prosecution is pending, the applicant is disqualified until a final disposition 
has been reached.  If final disposition is a conviction for a disqualifying crime 
referenced in this section, the applicant shall be disqualified as required in this 
section. 
2.  Notice 
 
Every applicant for a covered position must be given notice that he or she must 
undergo a background check and the contents of the check before beginning 
employment in a covered position.  The selecting authority must ensure that this 
notice is included in any posting or paid advertisement for a covered position, by 
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including the following in the P-5 for the covered position. 
 
NOTICE:  This position is a covered position under the REAL ID Act of 2005, 49 
U.S.C. § 30301 note, as further defined in 6 CFR Part 37.  Any applicant selected for 
employment in this position must submit to and pass a background check of the form 
and content required by 6 CFR 37.45. 
 
During preparation of the P-5, the selecting authority should review the PDQ for the 
covered position to assure that successful completion of the background check is 
listed as an essential function of the position, and, if it is not, the selecting authority 
shall submit an updated PDQ to the Office of Employee Services for approval and 
the updated PDQ shall include successful completion of the background check as an 
essential function. 
3.  Process 
a.  Once an applicant has been selected for employment in a covered position, the 
selecting authority shall obtain from the Office of Motor Vehicle Enforcement a 
fingerprint packet, and submit that packet to the selected applicant.  The packet 
must include a consent and disclosure form, a fingerprint instruction sheet, a 
fingerprint card, and an Office of Motor Vehicle Enforcement self-addressed 
envelope. The instructions shall direct the selected applicant to complete the 
consent form and to present the fingerprint card for completion by a certified 
technician at the local law enforcement agency of the selected applicant’s choice, 
and to request the local law enforcement agency return the completed consent 
form and fingerprint card to the Office of Motor Vehicle Enforcement, by regular 
U.S. mail using the self-addressed envelope provided. 
b.  Upon receipt of a properly completed consent form and fingerprint card, the 
Office of Motor Vehicle Enforcement shall forward the selected applicant's 
fingerprint card and accompanying documents to the Iowa Division of Criminal 
Investigations for completion of the criminal history records check. 
c.  The Office of Motor Vehicle Enforcement shall arrange for personal pick-up of 
the results of the criminal background check by Office of Motor Vehicle 
Enforcement staff and shall forward those results to the selecting authority by 
sealed, confidential envelope. 
d.  The selecting authority shall review the results of the criminal history records 
check.  If the results show a criminal history, the selecting authority shall consult 
with the Director of the Office of Employee Services and the Director of the 
Office of Driver Services to determine if any offense identified in the results is a 
permanent disqualifying criminal offense or an interim disqualifying criminal 
offense. 
e.  The Department shall be responsible for the charge assessed by the local law 
enforcement agency for completion of the fingerprint card, and for the cost of the 
criminal history records check.  If the local law enforcement agency will not bill 
the Department for completion of the fingerprint card, and requires the applicant 
to advance pay that cost, the Department will reimburse the selected applicant 
upon submission of a valid invoice or receipt showing advance payment of that 
cost. 
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D.  Employment Eligibility Verification 
 
An applicant’s employment eligibility must be verified as required by Section 274A of the 
Immigration and Nationality Act (8 U.S.C. 1324a) and its implementing regulations (8 
CFR Part 274A). 
E.  Disqualification 
1.  If results of the criminal history records check reveal a permanent disqualifying 
criminal offense or an interim disqualifying criminal offense, the applicant may not 
be employed in a covered position. An applicant whose employment eligibility has 
not been verified as required by Section 274A of the Immigration and Nationality Act 
(8 U.S.C. 1324a) and its implementing regulations (8 CFR Part 274A) may not be 
employed in any position. 
2.  If a selected applicant is disqualified from employment in a covered position or from 
employment in any position, the selecting authority shall notify the selected applicant 
in writing of the disqualification, the scope and extent of the disqualification, and the 
reason for the disqualification.  If the disqualification is based on the results of a 
criminal records history check, the selecting authority shall provide a copy of the 
results to the selected applicant.  The written notice to the selected applicant shall 
state that the selected applicant has 7 days in which to contest the disqualification by 
providing information sufficient to show that the reason for disqualification is 
inaccurate. 
V.  Post-Offer Process 
A.  A new hire who is not currently employed by the State of Iowa may be offered a salary 
above the minimum of the pay grade if prior approval has been granted.  Form 131047, 
Special Pay/Appointment Action, must be completed and approved by the appropriate 
division director and the personnel officer from the Department of Administrative 
Services prior to the selecting authority committing to a salary amount for a new hire or 
making any offer of employment.  If the selecting authority wants to offer more than the 
minimum of the pay grade, Form 131047 must be completed.  A copy of the employee's 
current pay stub and resume must be attached to the form.  (See Policy No. 210.07, Pay, 
Pay Increases and Special Assignments, for information on advanced appointment rates.) 
B.  If the new hire is a current employee of the State of Iowa, a pay increase is limited to 5 
percent above his or her current salary or to the minimum of the new pay grade, 
whichever is greater. 
C.  The selecting authority shall prepare a proposed offer of employment letter and submit it 
to the Office of Employee Services prior to distribution.  The assigned personnel assistant 
in Employee Services shall approve an offer of employment letter prior to it being sent to 
the selected applicant.  The letter shall include the following information, at a minimum: 
1.  The salary being offered. 
2.  Start date. 
a.  A current employee of the State of Iowa must start the new position at the 
beginning of a pay period. 
b.  A new external hire may start at any time. 
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3.  Specific provisions that the employment offer is subject to, if any, including: 
a.  Passing the drug and alcohol pre-employment test for positions requiring a 
commercial driver's license (CDL).   
b.  Passing a pre-employment, post-offer physical for positions requiring a CDL and 
for Motor Vehicle Enforcement officer positions. 
c.  Obtaining a CDL with the proper endorsements within 14 days of the date of hire, 
if applicable. 
d.  Completing a promotional probationary period, if applicable. 
e.  Meeting residency requirements, as necessary. 
f.  Completing educational requirements within established time frames. 
g.  Meeting other requirements, as necessary. 
h.  Maintaining a valid work permit for noncitizens. 
i.  Passing a polygraph examination for Motor Vehicle Enforcement officer 
positions. 
j.  Passing an Iowa Law Enforcement Academy physical test for Motor Vehicle 
Enforcement officer positions. 
4.  Requirement to bring social security card, or if applicable, a federal identification 
number on the employee’s first day for payroll processing. 
D.  The selecting authority shall ensure that the list of applicants within the P-5/HDJ system is 
coded and approved upon acceptance of an employment offer by the final applicant, 
which will notify the assigned personnel assistant that the information may be entered into 
the State of Iowa's BrassRing employment system. 
E.  The supervisor is responsible for ensuring that a new hire P-1 is created to place the 
employee on the payroll.  The new hire P-1 and all supporting documentation must be 
received by the personnel assistant in the Office of Employee Services by the beginning of 
the pay period in which the hire takes effect.  New hire P-1s will not be processed until 
step D above is completed. 
F.  Original appointments, reemployments, and reinstatements may be made effective any 
day of the pay period. 
G.  If the new hire is currently an employee of an executive branch agency of the State of 
Iowa (including the DOT), the starting date must be the first day of the pay period. 
VI.  Conflict 
 
If any provision of this policy conflicts with a collective bargaining agreement or Iowa 
Department of Administrative Services’ administrative rules, the agreement or rule, as 
applicable, shall prevail. 
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